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Trademark and Copyright

Microsoft Word ® , Microsoft Excel ®, Microsoft Access ®, Microsoft Outlook ®, Microsoft PowerPoint ®,
Microsoft Windows ® are trademarks or registered trademark of Microsoft Corporation. Adobe Photoshop®
and Acrobat® are trademarks or register trademarks of Adobe Corporation.

Limit of Liability/Disclaimer of Warranty:

The Publisher and Author make no representation or warranties with respect to the accuracy or
completeness of the contents of this work and specifically disclaim all warranties including without
limitations warranties of fitness for a particular purpose. The advice and strategies contained herein may
not be suitable for every situation. The fact that an organization is refereed to in this work as a citation
and/or potential source of further information does not mean that the authors or publisher endorses the
information that the organization or website may provide or recommendations it may make. Readers should
be aware that Internet websites listed in this work may have changed or disappeared between when this
work was written and when it is read.

Neither Comma Productions nor Author shall be liable for any loss of profit or any other commercial
damages including but not limited to special, incidental, consequential or other damages.
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OMicrosoft Office Specialist Certification

Microsoft*

oa.Office

What is the Microsoft Office
Specialist Certification?

The Microsoft Office Specialist certification
validates through the use of exams that
you have obtained specific skill sets within
the applicable Microsoft Office programs
and other Microsoft programs included in
the Microsoft Office Specialist Program.
The candidate can choose which exam(s)
they want to take according to which skills
they want to validate.

CertiPort is the premier provider for
validating technology skills.

The Microsoft Office Specialist tests are
offered at authorized testing centers.

For more information on the MOS exam
topics or to find a testing center near you
please contact: www.certiport.com

What is the Microsoft Office Specialist Certification Program?

The Microsoft Office Specialist (MOS) Certification Program enables candidates to show that they have something
exceptional to offer — proven expertise in Microsoft Office programs. Recognized by businesses and schools around the
world, millions of certifications have been obtained in over 100 different countries. The Microsoft Office Specialist
(MOS) Certification Program is the only Microsoft-approved certification program of its kind.

The Microsoft Office Specialist Certification Series

Core Certification: Pass any 1 test:
* Oﬁt‘ Word 2010 Core: Exam 77-881
ja.Jice Excel® 2010 Core: Exam 77-882

Specialist PowerPoint® 2010: Exam 77-883
Access® 2010: Exam 77-885
QOutlook® 2010: Exam 77-884

Expert Certification: Pass either test:
Word 2010 Expert: Exam 77-887
Excel® 2010 Expert: Exam 77-888

Master: Pass 3 required and 1 elective test:
Required

Word 2010 Expert: Exam 77-887
. Orrice Excel® 2010 Expert: Exam 77-888
Master PowerPoint® 2010: Exam 77-883
Elective

Access® 2010: Exam 77-885 or

Outlook® 2010: Exam 77-884
Please Note: Comma Productions, LLC. is independent from Microsoft Corporation, and not affiliated with Microsoft in any manner. While the
Complete Computer Guides may be used in assisting individuals to prepare for a Microsoft Office Specialist Certification exam, Microsoft, its

designated program administrator, and Comma Productions, LLC. do not warrant that use of these Complete Computer Guides will ensure
passing a Microsoft Office Specialist Certification exam.




0 The Benefits of Certification

For More Information:
www.certiport.com

www.microsoft.com

Why Get Certified?

For employers, the certification provides skill-verification tools that not only help assess a person's skills in using
Microsoft Office programs but also the ability to quickly complete on-the-job tasks across multiple programs in the
Microsoft Office system. (http://www.microsoft.com/learning/en/us/certification/mos.aspx). Certification proves a certain
level of advanced competency with the programs in question. Employers don’t have to wonder if the skills stated on the
resume are honest and without exaggeration. This can lead to further employment opportunities and increased pay.

A person holding Microsoft Office Certification shows not just a level of skill, but an ability to quickly complete tasks, due
to familiarity with the program and it's many time-saving features. The hard work that goes into learning Microsoft Office
programs to the level of proficiency necessary for successful completion of the Certification Exams also indicates a
desire on behalf of the student to learn and succeed.

The Benefits: Earn More, Find Jobs Quicker

Research indicates that employees with Microsoft Certification earn more and find jobs quicker than those employees
without certification. Furthermore, employees with certification report a greater feeling of confidence. These things
translate into greater job satisfaction. (http://www.microsoft.com/learning/en/us/certification/mos.aspx)

Research also shows that individuals with certification make up to 12% more than those without certification. In addition,
82% of Microsoft Office Specialists report a salary increase after receiving certification. Managers like the skills proven
and the ability demonstrated by those with Microsoft Office Certifications.
http://www.certiport.com/Portal/desktopdefault.aspx?page=common/pagelibrary/mos2003.html




0 About Our Certification Program
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Microsoft Access 2010

Books in this Series:
Beginning Guide to
Microsoft® Access 2010

Intermediate Guide to
Microsoft® Access 2010

Advanced Guide to
Microsoft® Access 2010

Microsoft Office Specialist (MOS) Certification for Access 2010

Overview: Our Microsoft Office Specialist certification program for Access 2010 covers all of the exam objectives for the
Access certification exam. Microsoft Office Specialist exam 77-85 for Access is an elective exam that demonstrates
expert knowledge of database programming and Microsoft Office automation. |t is not required for MOS certification.

Our Approach: In designing these Guides, we found that it made more sense to write the lessons based on the Ribbons
and Tasks. The beginning of each lesson provides an overview of the Ribbons and Tasks covered.

The Beginning Guide to Microsoft Access 2010 demonstrates the following Ribbons: Home, Create, Table Tools,
Form Layout Tools: Arrange and Format, Query Tools, and Report Layout Tools. The lesson activities focus on
basic database objects: Tables, Forms, Queries and Reports.

The Intermediate Guide to Microsoft Access 2010 demonstrates the following Ribbons: Table Tools, Form Design
Tools: Arrange and Format, Query Tools, Report Design Tools and the Macro Tools. The programming focuses on
representing one-to-many relationships: Form and Subform, Report and Subreport. The lessons show how to design for
Real Users that includes creating a Switchboard that opens when the database is launched.

The Advanced Guide to Microsoft Access 2010 begins with a discussion of how to design a database in Third Normal
Form to minimize repeat data and reduce errors. The programming focuses on using Key data to create relationships
between Tables. The projects include a Receipt Form that calculates the total amount owed and a Receipt Printout
formatted for a small Point of Sale (POS) printer.

Course Prerequisites: Students who enroll in the Microsoft Access 2010 program should have strong computer skills
including how to use an Internet browser and how to select commands from a menu. Students should know how to save
files and send attachments by email as well. In addition, students should have good skills with spreadsheets.



O Microsoft Access 2010 Study Guide
Microsoft Office Specialist (MOS): Exam 77-885 for Access 2010

3. Building Forms 5. Designing Reports

3.1. Create Forms 5.2. Apply Reports Design options

Forms: Create a Blank Form, Pg 158 Reports Design: Add a Calculated Field, Pg 239

Forms: Create a Navigation Form, Pg 163 Reports Design: Total the Reports Records, Pg 242
Reports Design: Group the Reports Records, Pg 238

3.2. Apply Form Design options Reports Design: Add Bound and Unbound Controls, Pg 243

Form Design: Add Bound Controls, Pg 110 Reports Design: Add a Text Box, Pg 246

Form Design: Add a Text Box, Pg 159 Reports Design: Insert a Page Break, Pg 261

Form Design: Add a Drop Down Box, Pg 37

Form Design: View Code, Pg 147 5.4. Apply Reports Format options

Form Design: Convert Macros to Visual Basic, Pg 181 Reports Format: Apply a Background Image, Pg 263

Form Design: Add Existing Fields, Pg 125 Reports Format: Change a Shape, Pg 272

Reports Format: Apply Conditional Formatting, Pg 264
3.4. Apply Form Format options ¢

Form: Apply Backaround Image, Pg 162
Form: Apply Quick Styles, Pg 170
Forms: Apply Conditional Formatting, Pg 67

4. Creating and Managing Queries

4.2. Manage source Tables and relationships
Queries: Create Ad Hoc Relationships, Pg 128
Queries Design: Use the Expression Builder, Pg 134
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0 How To Use This Guide

Microsoft Office Specialist Certification Training

The Comma Method

Observation is a perceptual strategy that asks: why am |
doing this and which tools would be most effective? Each
lesson begins with a discussion of the purpose and the
objectives.

Lesson & : More Questions, More Queries
Craabe
1. Readings

Flesd Leszon € e Beginning Access
quite, page 178202

Project

Paramefer Quenes with caloulabed Farlds
from e customer and mose Tables

Orientation helps students start at the right place. The screen
shots in the Complete Compute Guides show the entire window as

well as a close up of the particular button or command. Downloads

E ".'!ICV_-:-:.'-:!--:- BPegni -.l_. [rir
Notation There are "breadcrumbs" above each screen
image. Like Hansel and Gretel, the breadcrumbs show the
pathway to a button or option. Our notation uses the

Menu Maps
Fromn the Create Ribbon

following convention: o ' 1
Ribbon->Group->Button->Options

o1 page 184

2. Practice Froen s Cuiiry Tools > Disign Ribbon
Do the Prachics Acihaly on page 203 2 Clusry a L page 14

1 page 187
3. Assessment

R o T Quason o0 pige 204

Menu Maps
The Comma Method recognizes that there is a difference in how
men and women navigate the menus. Men typically have the ability
to see the map first. This method of acquiring knowledge is called
Breadth-first. [1] Women tend to work with the details first. They
learn several commands, such as copy, cut, and paste, then they
put those concepts under the label, “edit.” This method of learning
is called Depth-first. Query Tools->Design
The Comma Method uses menu mapping to assist men and | ',j @
women to see both the Breadth and the Depth. An example of the @

Wiew  Run Select

menu map is can be seen here.
ke Table

Results

N AR

[1_1 Ford, Nigel, Sherry Chen, Matching/mismatching revisited: An Empirical
Study of Learning and Teaching Styles. British Journal of Educational
Technology v.32 no1 (Jan. 2001)

Query Type

Make Append Update Crosstab Delete

' D Union
e

i@ Pass-Through
. Data Definition

Show
Table



Access 2010: Getting Started

Hello, Again, Hello

7."’lt'e

One

Intermeciate Access Objectives {15 sussussd I ose oo 5 Movessat Tl

An overview of the lessons in this book: e ™ .
1. Representing a one-to-many | " lkﬂ , Search the Movies
relationship with a Form and Subform. 5 > |

2. Using a Query Criteria to make a

Combo Box that looks up a value on a
Form.

3. Creating a blank Form and adding

buttons to open Forms and Reports. Rating [PG E] Genre ]'Family
4. Finding common errors in Forms and ‘ -

Queries and correcting the mistakes.

MovieSearchSubform

5. Calculating Totals in a Report. Movie
Fly Away Home (1996)

Harry Potter and the Chamber of Secrets (200
Harry Potter and the Goblet of Fire (2005)

© 2012 Comma Productions, LLC

Comma Training Page 11
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:1 1. Readings Movies by Genre

“ Lesson 1 : Hello, Again, Hello

Ne

Read Lesson 1 in the Intermediate Access
guide, page 11-26

Project
This overview does not have a
demonstration project.

Genre Movie
Downloads
There are no downloads for this lesson. Action
2. Practice 2| Jump Street (201 1)
There is no Practice Activity for this lesson. Batman Begins (2005)

3. Assessment
There is no test for this lesson.

Comma Training Page 12



r Working with Databases

Learning Microsoft Access is different than mastering the rest of the Microsoft Office suite.
Each objective in PowerPoint can be explained and demonstrated in a couple dozen pages.
In contrast, it takes a whole book of programming to make a database useful.

One goal of the Intermediate Access programming is to create Forms and Reports that
search the movies. Another goal is to make the database User Friendly. This lesson offers a
summary of each step in the process is, why that method was chosen, and what the outcome
should be.

Sample Microsoft Office Access 2010 Form

Front Row Video

Today is Friday, July 06, 2012

Movies Maovies Dﬁf Year
T

Comma Training Page 13
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Goals and Objectives

=
4
3

[ELEY T2

Example of a Form with a Combo Button

Satatrit TeaH

I LT = R o = How L . EE
The Beginning Guide to Microsoft Access 2010 = . f - e R B T -ﬂ - T ————
introduced the database objects: Tables, Queries, Yl e Eirsiin e ot e Tt
Forms and Reports. These lessons showed a one- | s s cses Meeemn .
to-one relationship. The Movies Form has one e - |
Record Source: the Movie Table, thiIMovies. g e 51
I =
The Intermediate Guide to Microsoft Access 0D =y
2010 demonstrates several methods of representing | %™ _
one-to-many relationships. For example, there are P ;;"“"” — um Rating [PG -
many movies with the same rating, say "PG," j . 20 A4 40 Pusom (1593)
B s i MovieSearchj __|
What Is The Best Approach? These lessons will - 2 Ao e o 00 Do 254 NR ovie
create several Forms and Reports that look up B o s B -.'.-__-,r-:'-_f':':--_."m i
important information. These lessons will also focus | 3 "~ Be oy pwnga o0l Around th —p ys (2
on the User Interface. Simple programming can — s i BOIrowers
make a Form much easier to use. 8 S 7 Chasges by the Dozes (2003 _ PG14
et ™ Dncisimen Wb 1o taoka 004 Cat in the
B e —— PG15
101 EXEHE Men Jut [ 1588 ' EhE.‘EpE.‘I' D R }03}
Gk % LG8 b | et | Christmas| ,, 5 (20
Chronicles ormarma. e Lion,
— T o Father of the Bride, The (1991 s«
Fly Away Home (1996)
Harry Potter and the Chamber

Comma Training Page 14



:1 tbIMovieSearch s====3@ MovieSearch Form

/ Rating Combo  ~
tbIRating

MovieSearchSQ

Comma Training Page 15

[m] MovieSearchSubform

Example of a data diagram: The arrows show the Record Source
for the Forms and the Control Source for the Combo Box.

Before You Begin:

Draw A Data Diagram

Each object in a database either looks up
the information in a Table or modifies the
information in the Table.

These lessons will build Forms with
Subforms. A Subform is a Form that is
added to another Form. The two Forms are
linked by Fields that both share. This is how
a relational database represents a one-to-
many relationship.

Each Form and Subform will have a
different Record Source, so it is important
to keep track of which Table or Query goes
with which Form or Report.

A data diagram helps organize your plans.
It is a simplified sketch of what you would
see when the Forms are in Design View.



uary

Name Objects Consistently
Name Objects Consistently: Use a naming
strategy that includes the Object.

Why Does This Matter? When you review the
Record Source in the Property Sheet, you will
discover to your dismay that the Objects are not
sorted and identified as Tables or Queries.

If you use a consistent naming strategy when
you name the Tables and Queries it will be very
easy to identify what type of Object (Table or
Query) it is in the Property Sheet.

The same method should be used when you
name the Primary Key. It should include the
name of the Table it goes with. In our lessons we
will rename the Primary Key in the Rating Table
from ID to RatingID.

The Computer Mama Also Sez: Using the
default, ID, for all of the Primary Keys is like
naming all of your sons "Dave."

Comma Training Page 16

Sample of a Property Sheet for a Form. The Record Source is selected

i E2

— _".1 .
4= b C

Vs Tamen (4] i Ad
Vipwri  Thamei
All hcors Dispects | B P
e 0

Tashrs & # pei
jm i
[

£ W 5 Gl Gh Gy

e

Ef{x..j.n

[ 1= -y
et Add Bsinting Peogarky, Teb .o .
¢ mmugn- D pse Ty Puih | St | Oeder 15 G s | Maires b Viiest e
Headiei [ F f
¥ | Beigety Sraat L
m | MRS R Fass
'
Fem -
Pl | Diala | Bwnd | QlFn 24
Farord Soar
Caphion
Fep iy
[YPEM
Dt b
Ao lorm Worw
Al Dl rvhert Vrw
A e ael e
Al hué.l:'N-'. Weber e
Ao Layead View ™
Pty Brpe Embasided
Pty mre
Property Sheet X

Selection type: Form

Form |E|
|F::urmat| Diata | Event | D’I:her| All

[
DR GOpe o B LI L 14, o ST Bk B

Record Source [ s
Caption CLIStCIﬂ'IEFHGFI'IEPhUHEl_l
Pop Up CustomerMame5Q) |
Modal MoviesByYearsQ
Default View MovieSearch50)

Allow Form View MoviesQ

Allow Datasheet View thCust.nmers

Allow PivotTable View thiMovies

Allow F‘ivntCha.rt View thiRating

Allow Layout View TES

Picture Type Embedded



@ Sample of a Form with a Combo Box Control

One-From-Many Relationships: O N

n e = -

The Rating Combo Box o o e (818 A =l QTR S 3= ? T bk
Use a Table to Add Data to Another Table N o —

This lesson will add a Combo Box to the Movie == L "“W""”‘" ey .
Form. The Combo Box will select data from the
Rating Table and add the Rating to the Movie
Table.

uary

;
& Form Header Cemeat

Ji?

hs‘.leUL
e 3

What Are the Steps?

Create a Rating Table and add the Rating data.
Add a Rating Combo Box to the Movie Form.
Troubleshoot the Combo Box Properties.

;iiﬁ‘q‘l‘x

o
1

[vear
S s | 2010

Rating 1E

What Are the Issues? The Combo Box Wizard
does NOT always choose the Field that matches.

This lesson shows one method for selecting the
Field that matches.

(]

What is the key concept? The focus of this NR
lesson is on the data. Each Field in a Table has a

specific data type: Number, Text, Date, etc.

When you add data from one Table to another the
data has to be the same type. Text goes with Text.
Numbers go with Numbers.

4 |PG14

W Stars > |PG15 N

&6 R

James Fra dlid

Comma Training Page 17
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Forms and Subforms:

Purpose of This Programming
The lessons will create a Search Form that lets
Users look up Movies by the Genre and Rating.

=
4
3

The three Form and Subform lessons will
program several Forms and Controls to:

Create a Form and Subform

Forms and Subform Design Part 1 will design
two Forms: The MovieSearch Form and a
MovieSearchSubform. The MovieSearch Form
has a new Table for the Record Source. The
Movie Subform will use a Query for the Record
Source. Both Forms will be formatted and tested.

Link the Form and Subform

Forms and Subform Design Part 2
demonstrates how to link a Form and Subform.
The Movie Search Form will use a Combo Box to
filter the data in the Movie Subform.

Use a Query to Select Specific Data

Forms and Subform Design Part 3 adds a
Synchronized Combo Box to the MovieSearch
Form.

Comma Training Page 18

|5 Movies

Example of the Completed Search Form

Search the Movies

4
Rating |PG B Genre |Family B
MovieSearchSubform
Movie ~ | Rating ~ Genre v
Harry Potter and the Chamber of Secrets (2002) Famiiy
Harry Potter and the Goblet of Fire (2005)

Harry Potter and the Prisoner of Azka
Harry Potter and the Sorcerer's Stone|
Holes (2003)

How to Train your Dragon (2010)




E r
Example of the Movie Subform with Conditional Formatting
E KA T e b W41 Vel Ctabont e T - T Wiresoh Loy IO - -t
Form and Subform Design, part 1: F ”“(,M; e ae —— -
:1 Create the Subform v O L e Tt et s ip AV EEE @
Key Concept: Using a Query as a Record Source = e — e == :
A8 Access Ctects ERE e
P— rs MovieD - Morere - Rating - Genre - -
Plan: The Subform will display the Movies as a list | ™= : Rariess b e :
in Datasheet view. The Rating data will be B waiov 19 Aladdin (1992) G Family
formatted with Conditional Formatting ih 20 Alan and Naomi (1992) P Drama
s T . .
What Are the Steps? Create a Select Query for i." P 21 Allve (1993) R Diaster
the Record Source and Test the Results. Then, AP 22 All the King's Men (2005) G Drama
create a Subform and edit the Property Sheet. ';_:': “ | ag All the Little Animals (1998) R Drama
What Are the Issues? The Subform should be in | * = 24 All the Pretty Horses (2000) PG13 Drama
Datasheet View. - . 95 Documentan
s !
Why Use This Method? A Form can use either a
Table or a Query for the Record Source.
A Query lets you select, sort and filter the Records
in the Subform.
| Recsea »

Comma Training Page 19



Form and Subform Design, part 1:

Create the Form
Key Concept: Use a Combo Box Control to look
up data in one Table and add it to another Table.

3 .
:
)

Plan: The Form will enable Users to search for
Movies by Rating. This Form will have a new
Table, tbIMovieSearch, as the Record Source.

What Are the Steps?
Create a new Table for the Movie Search Form.
Create a new Form based on tbIMovieSearch.

Create a new Table for the Rating data.
Use tbIRating as the Control Source for a Combo
Box on the MovieSearch Form.

What Are the Issues? This Form should be in
Single Form View.

Why Use This Method? A Combo Box Control is
an effective way to look up the data in a Table.
When a User selects a value from a Table it is
accurate and spelled right.

Comma Training Page 20

Example of the Rating Combo Box on the MovieSearch Form

A i T A e T G o W < - -
mome  Coeste  Dtesmu Dats  Sutanise Tooks o ]
$l acentng O Setection « o - I f} - . riE -~
1l Desenang ¥ asances - el 4L ) - Gates
. Retwen

. 7 ey M- X w Stlen <

Ciphesd 3 Jant & Pae Peierdn P e pematting
e D .

Search the Movies

BIHiA-N - E8 N

e e
o

Search the Movies

Rating -

MR
PG
PG13
PG14
PG15
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Link the Form and Subform
Key Concept: Use a Form Control to add the
MovieSearchSubform to the MovieSearch Form.

Plan: Link the Form and Subform by three Fields
to create a one-to-many relationship.

What Are the Steps?

Use the Subform Wizard to Link the Forms
Select the Subform

Define the common Field: Rating

Review the Subform Properties
Confirm the Master and Child Links
Test the Movie Search Form

Automate the Form with a Macro
Troubleshoot the Programming

What Are the Issues? The Control Automation
will be programmed with Embedded Macros. The
new Macro Editor uses forms to help write the
Code.

Comma Training Page 21

Form and Subform Design, part 2:

Example of the Form and Subform Links in the Property Sheet

@ o I (e e PN oo 03 Ovisbass e o F007 1T WAt A end TR o S
= ‘ - g - | 3§ sertom i Hew wndom
e J T* /B As =l O Q (W[5 i "’.’2"",‘;‘:’ e
Al’:\.‘».n t.;" T Mo | = - = !‘lmh‘ : . =
[ :u-. - @ Porm Hesder MovmSemciunfom -
- Sefarch the Movies [ I ! fomat| Oute [ oot | O,
s | o o Name t:fva'.-u-n'~”:-‘
| o . = s
2 M T
j;. & Dotas :‘v
- Property Sheet X
| Fomm Selection type: Subform/Subreport
LA MoviesearchSubform |E|
s |Fc-rmat| Data I Event | D’I:her| All
1 @
| 8 MName MovieSearchSubform -
Visible Yes (il
Source Object MovieSearch5ubform bl
Link Master Fields Rating
leeping Link Child Fields Ratin
. 4
eaut
geduty Width 7.3958"
Height 4"
Top 0.7917"
Left 0.1667"
Border Style Solid
Border Width Hairling
Border Color Background 1, Darker 35°
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Form and Subform Design, part 3:

Synchronized Combo Boxes
Key Concept: Use the Query Criteria to look up a
value on a Form.

Plan: Synchronize two Combo Boxes and Filter
the Records in the MovieSearchSubform.

What Are the Steps?

Create a Table for the Genre.

Create a Query for the second Combo Box.

Use the Expression Builder to write a Criteria that
looks up a Field on the MovieSearchForm.

Create a Genre Combo Box
Automate the Form with a Macro
Test the Movie Search Form
Troubleshoot the Programming

What Are the Issues? Many of the Movie

Records are incomplete: they have no Genre data.

So, the Query needs to filter out the Movies that
do not have a Genre with a Criteria.

Comma Training Page 22

Example of a Query that synchronizes two Combo Boxes
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Designing for Users:
Meet the Stars

Key Concept: Use Command Buttons to
open Forms and Reports from a Form.

=
4
3

Plan: Create a Switchboard Form.

What Are the Steps?
Create an Unbound Form.

Add Command Buttons:
To open two Forms: Movies, Customers.
To open one Report: Movies by Year

Add Buttons to Return to the Switchboard
From the Movies and Customers Form.

What Are the Issues? The Command Button
Wizard creates Embedded Macros.

Why Use This Method? Embedded Macros
are the default in Microsoft Access 2010.

The Macros will be converted to Visual Basic
(VBA) to demonstrate legacy programming.
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Example of the completed Switchboard Form
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Screenshot of the Access Applications Options

Designing for Users: e : -
The Opening Scene :
Key Concept: Program the User Interface for = —

the Current Database. | A2 Access Ctjects

| searcn

T
Plan: Open the Switchboard Form when the i : P
database starts and hide the Navigation D = —r— o -
Pane. Edit the Form Properties to hide -~ '
Selectors, Buttons and Controls when the | Qe v
Form opens. - S

o w ¢ Daplay Document Tatn
What Are the Steps? :Z’":;i... R

Set the Microsoft Access Application Options.
Select a Form to Display.
Test the start up settings.

7 W0 Sw Temed Cantion on foma

Application Options

Application Title: Front Row Video
Edit the Switchboard Form Properties
Hide the Record Selectors.

Hide the Navigation Buttons.

Hide the Windows Controls.

Use as Form and Report Icon
Display Form: Switchboard El

What Are the Issues?
Forms need to be tested again and again.

Web Display Form: | [nong]

Display Status Bar

Document Window Options
™) Overlapping Windows
@ Tabbed Documents
Display Document Tabs
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Designing for Users:

Testing Software
Key Concept: Use the Property Sheet to
investigate Form Errors.

Purpose: Identify programming errors.

What Are the Steps?

Create an error: misspell the Form Name.
Test the Control and Review the error.
Correct the error and test again.

What Are the Issues? All programmers
need to learn how to troubleshoot mistakes.

Why Use This Method? The Computer
Mama suggests that kicking the computer to
next Tuesday is not a winning strategy. This
lesson offers a more scientific method.
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Sample of a spelling error

S
Heme  Cme

Dtenal Dats  Dwtabiase Tooks - @

B eesenn

B Mewtewoviarom
e T
Reguath

T
B Movies oy Your

)

-
Microsoft Access

The form name 'Movie' is misspelled or refers to a form that deesn't exist,
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One-to-Many: Report Design

Report Totals and Options
Key Concept: Add a Calculated Control to
the Group Footer to show Totals.

Purpose: Use Sorting and Grouping to show
One-to-Many relationships in a Report.

What Are the Steps?
Create a Report based on a Query.

Add Sorting and Grouping
Group the Movies by Genre
Sort the Movies by Year

Add Totals to the Report
Total Each Group
Total for the Report

Grab the cookies.
Let's get started!
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Intermediate Access Objectives
In this lesson, you will learn how to:

1. Create a new Table to use as a Record Source
for a Combo Box Control.

2. Use the Combo Box Wizard to create a Bound
Drop Down Control.

3. Edit the Combo Box with the Property Sheet.

© 2012 Comma Productions, LLC
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Access 2010: Designing Forms

) One-from-Many Relationships
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Lesson 2 : One-from-Many Relationships

4

1. Readings
Read Lesson 2 in the Intermediate Access
guide, page 27-52

Project
Create a Combo Box with the Wizard.

Downloads
FrontRowVideo Int2.accdb
BBL Int ver2.accdb

2. Practice
Do the Practice Activity on page 53.

3. Assessment
Review the Test questions on page 54.
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Create Ribbon

2 B8 M R&

= - - -+

Em — [y [

Application | Table Table SharePoint | Query Query
Parts = Design Lists = Wizard Design
Templates Tables CQueries

1

Table Design Tools

N

=]
& Insert Rows

= Delete Rows

@ j @FnrmWizard
—_— [i]

,fl Mavigation =
Form EBlank

Design  Form ~.?_E|r'».-'h:-n'eFI::urmsv
Forms

Form

Z E.Z: =)

==

View Primary | Euilder Test WValidation ) Property | Indexes Create Data Rename/Delete
- Rules =&l Modify Lookups Macros ~ Macro
Views 2 | Tools Show/Hide Field, Record & Table Events

=

Menu Maps
From the Create Ribbon.
1. Create ->Tables->Table Design, page 34

From the Table Tools Ribbon
2. Table Tools ->Design->Views->View, page 35

From the Form Design Tools ->Design Ribbon

Form Design Tools ->Design->Controls->Combo Box, page 37




@ One-to-Many Relationships

E The Beginning Guide to Microsoft Access 2010 demonstrated one-to-one relationships. There was one Table, tbIMovies, for

5 the Movie Form. There was another table, tbiICustomers, for the Customer Form. Each Query had only one Table as well. This is
a simplified approach to programming that introduced the database objects: Table, Query, Form and Report.

In real life, most transactions are one-to-many relationships. For example, one customer may rent many movies. There are

several ways to create a one-to-many relationship in Microsoft Access. The Intermediate Guide to Microsoft Access 2010 will

demonstrate how to create Forms as well as Reports that show one-to-many relationships.

Microsoft Office Access 2010: Example of a Form with a Subform

[E Switchboard\(ﬁﬂ Movies by Genre \{5_5] Mondieatch\

Search the Movies

(¢p]
(g)]
(T

Family

Rating |PG B

Movie
Fly Away Home (1996)
Harry Potter and the Chamber of Secrets (2002)
Harry Potter and the Goblet of Fire (2005)
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Data Entry: Form and Subform
Forms and Subforms let Users record one-to-
many transactions. For example, a Receipt Form
has the customer's name on the top Form and the
movies that were rented listed in the Subform on the
bottom.

uary

When business is good many customers return
many times and rent many movies. A Receipt Form
is also an example of a many-to-many
relationship. So, we will spend some time on the
Receipt Form in the Advanced Guide to Microsoft
Access 2010.

The Intermediate lessons will create two forms that
work with the Movie Table: a data entry form and a
search form. We will also add a little programming to
the Form Controls so that the records update
automatically when the User makes a selection.

So far, so good.
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Microsoft Office Access 2010: Example of a Form with a Subform in Design View

E T Q!

Cm - - - N R Setioem i Hew Andow
3] coton - : o (X7 o a ™ =32
— & bl Ag == b v w2 T m | =N £3 Vew Cote
View  Themen (4] ronty + i s - Add Lontng Pragedty. Teb
v - 1, Ot vt Bime reo. Dheet | Order 15 Comwet Form s Matsst 10 Vel Baik
- Theme: - meader | Foutey Yooty
AB Access Obyects R —— Sregen, Deet x
) Jeettan type  Tubiorm Luberpod
wan P ) ' : ) . D 0 0 -
- Mowetamis itz -
- - * i “
- & Search the Movies fogeet) Oute | fveet | GHbee
I w , &} ! ame Mowelancr -
cemse o
o= - - -
b v o Mater Sreidy Ranng Gense
— e Onad P Barng Loy
3 = VAR 1%
.
= e ad
Que Ge - Top omr
’ -
b I et jad | - 01687
P Cwtecmsnum . 3 Borter e Loma
- 4 Border maAn prime
P ooty ' . * . Serder Cobiw Lot grremd
B e @ Dot ptou e e
- T R AL Tisipasene
P w e Stphe Sotiom Tismipanert
), o Stple e Twmipasert
F - Lavir phe Ragpe Timvipasent
Tormm oI W3S Vg it
B o e WS Borom 19
W Cortome L 3 I ¥ 3 ot WS Left 19
: T e PP — ™
1 Top Pacang .00
B rroweten Sotiom Paddng 00208
T e tatom Len Pasdng 00098
B fence E
# Detail
Reports
B o .
-
af

MovielD




uary

S

Purpose of This Programming
Forms and Form Controls are User-friendly tools
to add, move or modify data from one Table to
another. The Combo Box can use a Table or
Query to look up, filter or select the data.

The next three lessons will program several
Combo Box Controls to do the following:

Use a Table to Add Data to Another Table
This lesson will create a Combo Box to the
Movie Form. The Combo Box will be used to add
data from the Rating Table to the Movie Table.

Use a Table to Filter Data in Another Table
The next lesson will create a movie search form.
This form will use a Combo Box to filter the data
in the Movie Table.

Use a Query to Select Specific Data

A Query can be a Record Source for a Form as
well. The following lesson modifies the movie
search form with synchronized Combo Boxes.
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Microsoft Office Access 2010: Example of a Form with a Combo Box Control
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@ Start -> All Programs ->Microsoft Office->Microsoft Office Access 2010
E @ TR~ o e LA Cotobann e 0T KT Whresoh ooy TSNS SN - o
Before You Begin = o B— — .
5 Before You Begin: Open the Sample Database {2 com | ; P vy 13 )
Go to Start -> All Programs ->Microsoft Office. i iy '
Click on Microsoft Office Access 2010. T Eﬁ' Security Warning Some active content has been disabled.
Access will prompt you to open a database. A3 Access Otyects -« .
=y 2 All Access Objects |
This lesson uses the database that was created in | === \Search.. Pe
the Beginning Guide to Microsoft Access 2010. If — ”
you finished those lessons you can continue with P . Tables -
the same database that you saved or download s 21 tbiCustomers
the sample database at the beginning of this T _
lesson. T 'j thiMovies
A w Queries #
The FrontRowVideo Int2.accdb database has: | " o .
i f— jj Mavie50)
Two Tables: tbiICustomers, tbIMovies B MoviesByYearsQ
Four Queries: MovieSQ, MoviesByYearSQ, & CustomerNamesQ
CustomerNameSQ and CustomerHomePhoneSQ = CustomerHomePhonesQ
Two Forms: Customers, Movies e 2
§| Customers
Two Reports: Movies by Year, Customer Name = Movies
Keep going....
Reports &
Memo to Self: Click Enable Content if you see B Movies by Year
the Security Warning.
Eﬂ Customer Name

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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Know Your Data
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All Access Objects ->Tables

I Cirsle ot eens Dara Pt Tesh Futhi Tuaie

- JF blasimang € isudes - m om F fouh R - . 5 i | -
Try This: Review tbMovies i 0 T s pas. D55 gun, RIIT e ez ee
Go to All Access Objects ->Tables. e b e 1 e e e Ca el ]
Select a Table: thiMovies Py .- |
Double-click the Table to open it in Datasheet = < R (——— B R e A T .
VieW. M macastomirs I 3 bump Sree [2021) HiXA A Jenah Hill, Chansing Taten, ko Cuts
m § 5050 2001) MR Cinabihy Mecpinghy God e L1, Sarh Roga®, Asnd
T -~ & & Separation | J1L) 2011 MI1E [T Pyt WS, Ll Hliere, Lani By
. & APl i By | 300 003 MI1E Cinabthy Hugh Gist
What Do You See? There are 401 records in : R B Absun Sehmich [2061) WOER G ek Nchelson
tbIMovies. There are Fields for Rating and Genre. | - """ ] e gt e
Gt e riamra il] 9 Reciderlal Taurns [ 1988 1388 MR [T il bt
. T x 10 Aslaptation [3003) 2001 R Saling Micolas Cage
Close tbIMovies. M coteman LM 00 I, P00 ot Swctep
Keep gOIng @ raeent 13 Alfliction [ 9T ' TR [ Mick Rslta
Eeports _ 14 After Dark, My Tweed [ L9900 1'P0 R Dearna laen Patric
B o by rew 15 Age of Insoosnos [1931) 1993 PG Bomance  Marbn lcomness
B cortoma et 18 Agency (1980) 1980 R Thralber Aot Mditchesm
17 Agrees Rrowerss (LTS SR Dewma A feiecs Huvion
18 i Amarica | 3590) R oy M Gaiznon
W-ll-lh-l:l'rl\ldl"lvl!lllil-'?)‘?‘:l 1T PG E::: '-'l:ﬂ-'l-im-l
All Access Objects - | 2 i
|5Em._-n,, |;J MovielD - Movie ~ | Year - | Rating - | Genre -~
Tables ren il 127 Hours (2010) 2010 R Drama
1 tbiCustomers | 2 21 Jump Street (2011) 2012 R Action
= toiiavies | 3 50/50 (2011) 2011 R Comedy
4 A Separation (2011} 2011 PG13 Drama
Queries - |
5 About a Boy (2002) 2002 PG13 Comedy
MovieSQ — . .
| 6 About Schmidt (2002) 2002 R Satire
MaviesByYearsQ 7 Absolute Beginners (19386) 1986 NR Rock Musical
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@ Create ->Tables->Table Design

uary

@ v T TI— PRt edes Ve Dotabers s 07~ VTR s TR - - 4o
Use a Table to Add Data I e T —— —————_ .
A Combo Box can look up up data from a e o 0 P Al [ I, 0 A Lo
Table or a Query. This example will lookup ... Bt Mt Mt 1
movie ratings (G, PG, R) from a Rating o o [0 sy |
Table. First, let's create the Rating Table. s U — i.\r,.‘ . .
1. Try it: Create a Rating Table j s
Go to Create ->Tables->Table Design. Quades S
P s ' ] tbiRating
A new, blank Table will open in Design R Se— Field Name Data Type
View. The Table Tools should be available. | .. : ¥ |RatingID AutoNumber
3 Rating Text [Z]

Try This, Too: Add the Fields

Field Name: RatinglD

Data Type: AutoNumber

Go to Table Tools->Table->Primary Key.

Field Name: Rating
Data Type: Text

Do This, Now: Save the Table
Go to File->Save.
Enter the name: tbIRating.

i DaS ¥

Keep going..

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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E r
Table Tools ->Design->Views->View

ﬁun —
Add Data to the Table R ‘
Before You Begin: Change the View " £ Uowmary Damwsrs & e 7 sy 32 - doter _"‘;“:"‘;"“ ) Lo o
Go to Table Tools->Design->Views->View. . = e et S e 11 A e e . 2
Select a View: Datasheet A4 Accens Otyects - o [0 sy
T L

2. Try it: Add Data to the Table 3 mcreme ' 260
Enter the following in the Ratings column: g — e
G aees ; 5 P15
PG S mmat =
PG13 .
PG14
PG15
R et
X ' a RatinglDh - Rating - Clickto Add -
NR e
What Do You See? Access added an 2 PG
AutoNumber to each new record. 3 PG13
Close tblRating. Keep going... 4 PG14

5 PG15
Memo to Self: The information in the Rating 6 R
Table is considered static data: it does not
change very often. Does the Rating table 7 X
need a Form for data entry? Probably not. 8 NR|

(New)

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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Open the Form in Design View
A Combo Box can look up data from one
table and add it to another. This example will
use a Combo Box to add the Rating from
tbIRating to tbIMovies. Start by opening the
Form.

3. Try it: Open the Form in Design View
Go to All Access Objects->Forms.
Select a Form: Movies

Go to Home->View->Views.
Select a View: Design View.

What Do You See? The Movie Form has a
Control for Rating. It is a Text Box.

The goal of this programming is to delete the
Text Box and replace it with a Combo Box so
that the User can simply choose the answer
from the list instead of typing it into the box.

Try This: Too: Delete Two Fields

Select the Rating Field and delete it.

Select the Genre Field and delete it as well.
Please delete the Control and the Label for
both Fields. Keep going...

Home->View->Views->Design View

All Access Objects

W,

«

[Search.~

|»

Tables
@ tbiCustomers

EH  tbIMovies
&3 tblRating

A

Queries

= MoviesQ

@ MoviesByYearSQ

@ CustomerNameSQ

@ CustomerHomePhoneSQ

»

Forms
@ Customers

Movies

»

Reports
Movies by Year

Customer Name

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Delete a Field
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Form Design Tools ->Design->Controls->Combo Box

gﬂ- wm

reate Fotenal Dats Cotatise Yook O
g 1l 38 (=33
o Tee —t | ) view Cote

ot A32 tusteg roperty T
« 1) Owte nd e Tekds | Sheet | Onder 05 Convedt Fomm s Matas b Vivst Basi

Use the Data in a Combo Box .
The Rating Combo will look up the ratings = ,;:J:':
from tblRating. This example will use the e (i o
Combo Box Wizard to select the Record | a8 access Otyects
Source and the Fields. I

uary

3w -

B s JT— : »l=
Something to Look For: There are B ey Cgten e
ac_tually seven steps to the Combo Box | — S— - - - - ] [l .
Wizard, however, the next to last step may - J—— Ty Mt
be skipped! Here are the steps, clues and P cunrmonmn BT 3 [T} J e[
options. B ravea s

“ e ] e —
Try it: Create a Rating Combo Box I - o

. . . . . - e i Lk Loty L
The Movie Form is open in Design View. ’ d I U s
Go to Form Design Tools ->Design. | B .
Select a Control: Combo Box. ; | | Qooemntumens [m

: Dwsdng Loy he
; ool Beny Gt
Comrad Bm e

Form Design Tools m

And Do This: Start the Wizard
Click on the Detail Section of the Form.

The Combo Box Wizard should start. ‘ External Data Database Tools Design Arrange Format
- d —=m XYZ |_E| F el in
Keep going... y % 3h| Aﬂ El QI 9 i [ ] '|_E| -

ENGE = TRol

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Bound Controls: Drop Down

Comma Training Page 37



Form Design Tools ->Design->Controls->Combo Box

uary

do-o7 1
Combo Wizard: Which Data? N N ) e — - = e -4
There are three ways to get the data for the ,,,—_1:: 368 Ae il Q@ O™M[T) o O ..ai'i]....m =8 2 e ot
Combo Box. The Combo Wizard prompts you ... ... e : e e R e B 1
to choose from the following: A3 Accers Ctyests B e Peyin
From another Table or Query s " [ovcc | == -
Type the values in a new list T wcutomen : . G st bom tom 0 e it v Sompa bov ot |

Find a Record. 2= [ Combo Box Wizard
werier

1. Try it: Choose a Method
Select: | want the combo box to get the
values from another table or query.

This wizard creates a combo box, which displays a list of values you

| can choose from. How do you want your combo box to getits
-~ walues?

Click Next. Keep going... @ 1 want the combo box to get the values from another table or

query,
(7 I will type in the values that I want.

Dﬁﬁagemrdmmyfmmbasedmmevahelsﬂectedhmy
combo box.

Cancel ] | < Back |l Mext = ]| Finish

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.2. Apply Form Design options: Add Bound Controls: Drop Down
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Form Design Tools ->Design->Controls->Combo Box

Combo Wizard: Select a Table

uary

= Ul e A p N a
2. Try it: Select a Table Al Sico L 6] Ag =l Y@ [0 (7] e mﬂm’;} ;} & o o
Select a Table: tbIRating — e B R e 2
- u l Mo Froparty heet
» ' . | Stichion type: Combe Bax
Cifck Next. Keep going... T P :
4 F orm Sels | bee Othe L

Combo Box Wizard

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

Table: thiCustomers
Table: thiMovies
: : thiR.ating

o .
7

View

i@ Tables (™) Queries (™) Both

Cancel ] [ < Back ][ Mext = ] Finish

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Bound Controls: Drop Down

Comma Training Page 39




Form Design Tools ->Design->Controls->Combo Box

Combo Wizard: Select Fields et Ml A ——— P L
3. Try it: Select the Fields 3 Mt~ M ien@EmCE:E v 0 E=a

There are two Fields in tblRating: gl e Cammee: @ouematee i Y ot W Comon fomt Maoms b o 3
RatingID (a number) (o —

Rating (text)

Use the arrow to select both Fields. 0 ey

Click Next. Keep going...
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A Acoris Ctpeets MR
nE

e .. e
" WD ek o Dty (el e et s el eaded o |
—mm 7O ot Bn ) The ek yns e D RIS P v

Which fields of tbIRating contain the values you want induded in
- your combo box? The fields you select become columns in your
combo box.

Selected Fields:

RatingID

(o ] [ > ] [ oo

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Bound Controls: Drop Down



Form Design Tools ->Design->Controls->Combo Box

Combo Wizard: Sort the Fields M "= = = s o o0 ] s
You can Sort the Fields in the Combo Box = ,:_;:: 12 B0 As =l Q&I MI[T Y G _7_{]_‘,__' 7';_3 2 vew ot
List. There are three Sort levels. Each level ey b imogrs | Maumandiue. i oo SIS Cometfamfemeta e 4

can be sorted Ascending (A-Z) or A8 Access Objects

D 1] ' - VA
Tobdey |
T mscurtomen
3 nasewn

Descending.

4. Try it: Sort the Fields

Select a Field to Sort: Rating .
Select the Sort Order: Ascending : What sort order do you want for the items in your list box?

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

|Raﬁng E| Ascending
E| Ascending
|Z| | Ascending |
|E| Ascending

Click Next. Keep going...

Cancel ] [ <Back | Mext> ]| Finish

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Bound Controls: Drop Down
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There are really TWO Columns in this Combo
Box: RatingID and Rating. The RatingID
Column is hidden because the Column width
is 0 (zero). You can adjust the width of the
Rating Column if you wish.

5. Try it: Adjust the Column Width
Adjust the Column: Make the Rating Column
smaller by dragging the right edge.

What Do You See? By default there is a
check mark to Hide key column. The key
column in this example is RatingID.

Click Next. Keep going...

Form Design Tools ->Design->Controls->Combo Box

T W T A s el D s BT ATk Ao W TN
Combo Wizard: Column Width El__ e N — ¥
] (o2 ‘.lw."r\fl‘blh - ;Q "TJCJ' JE e A (= 33.:-«-«*
Ve | Senw Ao - - . R ousametne Ao P oo 5 Comven faus Msees 1o Viout| 5
Viewn Themey Comdonh Header  Fooler Tosk
Al Access Obygects v - My - - N m:(m“.
P, ") ' - o Hirden
T T | —
T mecuromm - | sonmat | Dot | grere | Qatng .
3 :,q Combo Box Wizard
:-l
5 . - I How wide would you like the columns in your combo box?
T certemer g
P cntemenson || To adjust the width of a column, drag its right edge to the width you want, or double-dick the
e right edge of the column heading to get the best fit.
T v
B e vy Hide key column {recommended)
"} tomat Name
Rating e
| |G
NR L
PG
PG13
PG14
PG15
R -
Comde Bav Wusd

|| mext> | | finish

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Bound Controls: Drop Down
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Combo Wizard: Which Step?

The next to last step in the Combo Box Wizard asks
you to select which value to Store in your Table.

What Do You See? The list shows the Fields in
tbIMovies, the Record Source for the Movie Form.
There is a Rating Field, which is TEXT.

The Combo Box Wizard automatically picked the
Primary Key from the Rating Table. The Primary
Key, RatingID, is a NUMBER.

RatingID doesn't match Rating. Text goes with
Text. Numbers go with Numbers.

The Wizard chose the Primary Key and the key
Column was hidden. However, when you get to this
step you cannot select the Field that matches.

How Did This Happen? This step is actually Step
7. The Combo Box Wizard assumed that the Control
would save the key data, so it skipped Step 6, the
one that asks you to choose a Field.

6. Try it: Go Back a Step
Click Back. See what was missed...

Form Design Tools ->Design->Controls->Combo Box

[ 4 ik
[ Steenst Dot > [ " Q
= \_1 4] . w— “‘_H’ m‘J “ “g e »
=T L L B smarae SO PEEN 0 oo ey 6
A Access Comsts . i " S
s .
- | combo Box Wizard
:ﬂh
$ Microsoft Access can store the selected value from your combo box
¥ ! in your database, or remember the value so you can use it later to I
P cw perform a task. When you select a value in your combo box, what
- do you want Microsoft Access to do?
e T
- (") Remember the value for later use.
. @ Store that value in this field: | [l
MaovielD
Movwvie
Year
Genre
Stars
o
Cancel ] [ < Back ][ Mext = ] [ Einish

Exam 77-885: Microsoft Access 2010

3. Building Forms

3.2. Apply Form Design options: Add Bound Controls: Drop Down
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rQ
7‘.,:" Form Design Tools ->Design->Controls->Combo Box

ks
Combo Wizard: Unhide key o e WX _ —— X
The key column in this example is RatinglD. 20 ™ |G Ag =0 @ o/ ™1™ Do Bl 2:} & vew ot

View  Temes 4 L |
LAl e mage - IROMeEtme  pgy

Do This: Unhide the Key Column Axmopa -]
Uncheck the option: Hide Key Column Tabies .
T mecustomen

0 wasove

What Do You See? There are two Columns. | @ s
Querin  _
. TR . . -
Do This, Too: Resize the Key Column ) ssnhatt How wide would you like the columns in your combo box?

Drag the right edge of the RatinglD Column

to make the width 0 (zero.) To adjust the width of a column, drag its right edage to the width you want, or double-did: the

right edge of the column heading to get the best fit.

Click Next. Keep going... Hide key column (¢ fed)

RatingID | Rating -

G
MR
PG

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Bound Controls: Drop Down
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@ S R o L 007 - At =

The Missing Step in the L :]1 e e ——— — — g
Combo Box Wizard: - g (B A= OQET S 3 e S
Select the Field to Store pryepre— e 7
Going back and resizing the key column - . .
brings up the missing step and the option to . - - T
select which Field you wish to store. s O "

I weneg
The Combo Box ngard default is to select : . When you select a row in the combo box, you can store a value
the ke){ column, Rating |!:)- However the _ Y ! from that row in your database, or you can use the value later to I
tbIMovies stores the Rating (G, PG, R), which | # ccend perform an action. Choose a field that uniquely identifies the row.
is Text, and not the RatinglD, which is a  gr— Which column in your combo box contains the value you want to
Number. S store or use in your database?

Repnrts

T Y
Match. Match. Match. The answers from the | &«

Combo Box have to match the data type of SEIlETEls

the Field in the Table. Text always goes with :
Text. Numbers always go with Numbers. RatingID

They have to match.

7. Try it: Select a Field to Store
Select a Field: Rating
Click Next. Keep going...

Comds Bar Waad

Cancel ] [ < Back ][ MNext > ][ Finish

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Bound Controls: Drop Down
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rw:° Form Design Tools ->Design->Controls->Combo Box

Combo Wizard: Store Value e e [ O 3
j B coonn - _J J e I j =

Now...you can store (save) the value selected = =0 © [E} W) Ag =i QO™ (-  ree Bl | -

. . . - -~ * ,..,,. TL0MesnaTone  puisy  Shert  Ovser 5 Comwert Paoms Moo 1 Vieual |

from tblRating to the value in tbIMovies. e Waaser { Poster oot 8
(48 access Goyets o |

8. Try it: Store the Value :.: :, [ et ol

Select: Store that value in this field. —}erng et e e

Choose a value: Rating I weney
o U

Click Next Keep going... & Mantmetd Microsoft Access can store the selected value from your combo box
B tvmenunesq in your database, or remember the value so you can use it later to
D cutomens perform a task. When you select a value in your combo box, what
T do you want Microsoft Access to do?

Mt. ‘-' > 2% B () Remember the value for later use.

@ Store that value in this field:  Rating B
l \
x\‘\ )

t

"

e

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Bound Controls: Drop Down
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@ Form Design Tools ->Design->Controls->Combo Box

Combo Wizard: Label

Cieste  DstemuiDots  SwtssaseTooh | Cergn | Avange  Formant
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== [A)] Ko . p= 1 e —-n (R 33 5
The last step of the Combo Box Wizard asks | A]s Lt B Ag ==l V@ o™ (7] : o e 0 (=3 ) View Cote

% Add Lunting Propesty Teb .
1, Sute it time T | Theet | Order 75 Comwert Form s Mo 16 Vs | 9

View  Themes (4] fonty +

to name this Control.

View reme, e eoder Foster Tohy

9. Try it: Enter a Label for the Combo Box
Enter the name: Rating
Click Finish.

Very good. Let's see if it works. What label would you like for your combo box?

[Rating

Those are all the answers the wizard needs to create your combo
box.

[ concet ] |

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Bound Controls: Drop Down
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Test the Form

The programming on the Combo Box Control
was written in Design View. Forms should be
tested as the User sees them, in Form View.

Before You Begin: Change the View
Go to Form Design Tools ->Design-
>Views.

Choose a View: Form View.

1. Try it: Test the Combo Box Control
The Movie Form is open in Form View.
Select a Rating: G

What Do You See? Can you see the list of
ratings? Can you select one from the list?

So far, so good. Keep going...

Where Have You Seen This Before?
Microsoft Excel uses Data Validation to
create a Drop Down List that looks up the
values in a table.
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Form Design Tools ->Design->Views->View
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What If It Doesn't Work?

2. Consider it: Troubleshoot a Combo Box
Say the Combo Control looks up the values
in the Rating Table, tbIRating. However, you
see two columns, not one.

uary

Worse, when you click on a Rating, say

PG13, the Form displays a number, not the
rating that you selected.

This is not as bad at it seems, however it is
disconcerting. Please turn the page...
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Form Design Tools ->Design->Views->View
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Find the Properties

The following pages demonstrate how to
correct the issue. These steps are worth
reviewing. Please go to the Design View and
find the Property Sheet.

Before You Begin: Change the View

Go to Home>Views->View.

Choose a View: Design View.

The Form Design Tools should be available.

3. Try it: Find the Property Sheet
Click once on the Rating Combo to select it.

Go to Form Design Tools ->Design->Tools.

Click on Property Sheet.

What Do You See? The Property Sheet
should open on the right side of the
database.

Keep going...

Exam 77-885: Microsoft Access 2010

Form Design Tools ->Design->Tools->Property Sheet

A0 Y S Ty S SO I oo ive Wil | Dtsbere e T007 - TTITE WAool Acers TN - el
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' L bl Ag == Q, A LY o] Tee - et | W O v Cote
View  Themen (Al fgeny ¢ - 4 d Add Lotng Property Tab
~ - . T, cnte ot teme Petcs | Sheet | Ovder 75 Conwet Farm s Massas 1o Vieus! |
ey Theme: e Heoder | Foster Toah
A1 Access Otyests T M Prapany st
— r : - S
Combol? -
remet| Cote | tvest | O M
tama Combal?
Controt tounte [
Pt
Decwma Paces et
Ve
Datarrert Caghon
Cohamn Cont 2
{ahgma Wy aNa
L ohamn MHendi L)
Lt Bows "
Lt 1
Lepe e Chandery Syviem Sepa e
. vy v
Property Sheet X

3. Building Forms
3.2. Apply Form Design options: View the Property Sheet
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Selection type: Combo Box
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=]

meatl Data | Event | Dther| All

Mame

Control Source
Format
Decimal Places
Visible
Datasheet Caption
Column Count
Column Widths
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List Rows

List Width
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2
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Form Design Tools ->Design->Tools->Property Sheet
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Edit the Properties R ——— -
This Combo Box has tblRating as the Record ,39‘1': L2 |BB) Ag =l (Y@ [0 5 (0] o o) @ M'j,o,,,,,., ,:,} £ v cooe
Source. tbIRating has two Fields: ol et e AT e S s s S At 4
RatingID, (Number) Mo Comats - | 3 sawen NN - "
Rating, (Text) il 2] —_— — R -
T mecuntome Pomet| Gots | trest | Omer. M0
The Movies Form has tbIMovies as the ® o Comos o e
Record Source. tbIMovies has many Fields, — - —
including: rr— T
Rating, (Text) P Cotemenian Convmn Mt -
i Sulmationh - v
Before You Begin: What Do You See? N o
The Control Source is Rating, which is Text. | .. o Shee.t *
The Column Count is 2. . SEELITLEE LIl
' RatingCombao |E|
4. Try it: Edit the Properties
Name: RatingCombo \Format| Data | Event | Other | Al
Column Widths: 0", 1 Name RatingCombo pr
] ) ) Contral Source Rating |j
Now, the first Column will be hidden ( 0" Format
wide) and the second Column will show the Decimal Places Auta
Rating. | Visible Yes
Keep going...! ey Datasheet Caption
Column Count 2
Memo to Self: The Combo Box shown on Column Widths o1
this page is Named Combo17. The name on Column Heads Mo
your Combo Box may be Combo1, 2 or List Rows 16
whatever the auto number may be. List Width 1"

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View the Property Sheet
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Use the Combo Box

Before You Begin: Change the View
Go to Form Design Tools ->Design-
>Views.

Choose a View: Form View.

uary

5. Try it: Test the Combo Box Control
The Movie Form is open in Form View.
Select a Rating: R

What Do You See? Do you see one Column
or two? When you select a value from the list
does the Combo store the Text or a Number?

Summary

The Movie Form uses a Combo Box now to
look up a value in the Rating Table and store
that value in the Movie Table.

This is an example of one-from-many.
Each movie has only one Rating. The Combo
Box lets the User select one Rating from a
Table that has many Ratings, tbIRating.

That was a good start. Go get a cookie and
meet me for the next lesson.
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Practice Activities

Lesson 1: One-to-Many
Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on. Or, you may
download BBL Int ver2.accdb

2. Create a new Table with the command Create->Tables->Table Design.

3. Add the following Fields and Data Types:
TypelD, AutoNumber (Also make this the Primary Key)

Type, Text

4. Save the Table as tbIType.

5. Go to Datasheet View.
6. Add the following to the Type column:
Sandwich, Snacks, Breakfast, Tray, Beverages

7. Open the Form Products and switch to Design View.
8. Delete the Type Box on the Form.
9. Go to Form Design Tools->Design and select a Control: Combo Box.

Add the Combo Box to the form where the Label Type used to be.
10. Choose the option to get the Combo Box values from another source.

Select tbIType as the source. Select all available fields.

11. Select the Field Type to sort Ascending.

12. Do NOT hide the Key column. Instead, resize the TypelD column to width zero.

13. Select a field to store: choose Type. Store the value in field Type.

14. Name the Combo Box: Type and finish the Wizard.

15. Change to Form View. Test the Combo Box. Does it display five types of products?

16. Return to Design View. Select the Type Combo Box and open the Property Sheet.
17. Change the Combo Box name to TypeCombo.

Set the column widths to be 0”, 1.25”
18. Save the Form. Close the database.

Comma Training Page 53




uary

Test Yourself

1. Which of the following can look up data
from one table and add it to another?

A. Select Query

B. Combo Box

C. Table Design

D. Label

Tip: Intermediate Access, page 36

2. What are the options for getting the target
data for a combo box?

(Give all correct answers.)

A. From another Table

B. From another Query

C. Type the values | want (in a new list)

D. Find a record on my Form from the values

| select.
Tip: Intermediate Access, page 38
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3. Which step of the combo box Wizard
prompts the user to enter a Label?

A. First step

B. Last step

C. The Wizard does not prompt for a label
D. The third step

Tip: Intermediate Access, page 47

4. Forms should be tested in Form view as a
user sees them.

A. True

B. False

Tip: Intermediate Access, page 48

5. Which of the following is true?

(Give all correct answers.)

A. Hiding the key column removes that
column from use, including matching the
values to store

B. Setting the column width as 0” in the
Property sheet hides the column from sight
while still allowing the data to be used

C. Microsoft Access hides the Key Column
by default

Tip: Intermediate Access, page 51
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Intermediate Access Objectives
In this lesson, you will learn how to:

1. Use a Query as the Record Source for a
Subform.

2. Apply Quick Styles to Controls in a
Form/Subform.

3. Apply Conditional Formatting to a Subform that
has Datasheet as the Default View.

4. Create a Form that has a Bound Control, a
Combo Box, that will filter the Records in the
Subform.

© 2012 Comma Productions, LLC
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Forms and Subform Design, part 1
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Lesson 3 : Form and Subform Design, part 1

1. Readings
Read Lesson 3 in the Intermediate Access
guide, page 55-84.

Project
A Movie Search Form and Movie Subform.

Downloads

FrontRowVideo Int3.accdb
popcorn1.qgif, popcorn2.gif,
popcorn3.gif, popcorn4.gif, movies1.gif.

Create Ribbon

\% :I:D E j E&@ @ @ j@FﬂrmWizard

,fl Mavigation =
Application | Table Table SharePoint | Query Query Form Form Elank
Parts = Design  Lists = Wizard Design Design Form E]Mnre Forms ~

CQueries

Templates Tables

&

Form Tools->Datasheet Ribbon

% fa}Eﬂ H Calars = --___.

BBL Int ver3.accdb

2. Practice
Do the Practice Activity on page 85.

3. Assessment
Review the Test questions on page 86.
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Wiew | Themes Fonts + | Add Existing |Property| Background Alternate

Views Themes

Menu Maps
From the Create Ribbon.
1. Create ->Queries ->Query Design, page 61

2. Create ->Forms->More Forms->Datasheet, page 64
6. Create ->Tables->Table Design, page 72

From the Form Tools->Datasheet Ribbon
3. Form Tools ->Datasheet, page 65

4. Datasheet->Formatting-> Alternate Row Color, page 66
5. Datasheet->Formatting-> Conditional Formatting, page 67
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r . Representing One-to-Many Relationships
In real life, one customer gets many movies. In Microsoft Access, a one-to-many relationship is created with a Form and a
: Subform. A Subform is a Form, usually in a Datasheet or List View, that is linked to the Parent Form. These database
designs will be taught in two lessons. In the first lesson we will create two new Forms: a MovieSearch Form and a
MovieSearchSubform. Each Form will have a new Record Source. The previous lesson used a Combo Box to select one
value from many.

This lesson will use a Combo Box to filter the movies: there are many movies that have the same Rating. In the following
icrosof STHSs HECHLS B e SmATS Y RSP 1 5 e programming and troubleshoot the possible erors

Search the Movies

Rating [PG13 - Genre |Comedy

THE BiRs

MovieSearchSubform

Movie ~ | Rating - Genre ,Q, 2
About a Boy (2002) PG13 Comedy - "{_‘7_,
Cocoon (1985) PG13 Comedy 1{
Corpse Bride {2006) PG13 Comedy
Divine Secrets of the Ya-Ya Sisterhood (2002) PG13 Comedy
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What is the Plan?

There are two different Views that will be used in
these new forms: Single Form and Datasheet.

uary

The question is usually at the top of a Form. This is
the Parent Form and the Default View will be Single
Form. The answer is shown on the bottom as a list.
This is the Subform and the Default View will be
Datasheet. Here is the design plan.

Create a Record Source for the Subform:
The MovieSearchSQ query has one Table.

Create the Subform: MovieSearchSubform.
The MovieSearchSubform will be in Datasheet
View.

Create a Record Source for the Parent Form:
tbIMovieSearch, a Table to hold the search
criteria.

Create the Parent Form: MovieSearch
The MovieSearch Form will use a Combo Box to
look up the Rating. It will be in Single Form View.

That's the plan. Here are the steps.

Comma Training Page 58

Microsoft Office Access 2010: Example of a Form with a Subform
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@ Start -> All Programs ->Microsoft Office->Microsoft Access 2010

T I ot v ubro ] Verl  Cltobne (A ey N7 - 20597 ¥ Wekrems cess T POOPRIRRRII T

teonst Dats

Before You Begin

Before You Begin: Open the Sample Database
Go to Start -> All Programs ->Microsoft Office.
Click on Microsoft Office Access 2010.

Access will prompt you to open a database.

' - - . .
This lesson uses the database that was developed «  Security Warning Some active content has been disabled.

in the previous lesson. You can continue with the d s~y i '
same database if you wish. e All Access Objects |«

¢ e ]Search... ‘:zo
Tables o~

j tbiCustomers

The FrontRowVideo Int3.accdb database has:

Three Tables: tbICustomers, tbIMovies, tbIRating

- e | e v .
T o tbiMiovies

Four Queries: MovieSQ, MoviesByYearSQ, “ i
CustomerNameSQ and CustomerHomePhoneSQ | * " ] tbiRating
Two Forms: Customers, Movies Queries 2
#H MoviesQ
Two Reports: Movies by Year, Customer Name =3 MoviesByYearsQ
Keep going.... = CustomerNameSQ
e = CustomerHomePhoneSQ
Memo to Self: Databases need to Read and
Write. Click Enable Content if you see the Forms X
Security Warning. =8| Customers
3;_3'] Movies
Reports A

Eﬂ Movies by Year

Eﬂ Customer Name
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Review the Data
A database is only as good as the data.
What kind of data is in this database?

Try This: Review the Data
Go the All Access Objects.
Double-click a Table: tbIMovies

What Do You See? There are 401
movies in tbIMovies.

Try This, Too: Sort the Data

Select the Rating and Genre Columns.
Go to Table Tools->Sort & Filter.
Select: Ascending.

What Do You See, Now? The movie
records aren't complete. Some of the

movies do not have a Rating, some do not

have a Genre. Many are missing both.
This will be part of our discussions, later.

OK! Save the Table
Go to File->Save.
Close the Table, too.

Table Tools->Sort & Filter->Ascending

A T VY VT Sk e T BTG Ko W < . - S

|l | el o)
Datatate Foun [ Tanie a e

"

LS B ¢

| & Pk
- i

Copy

AB Access Obgects
—
Tabdes
B cunenen

T waseves

T neung

HMETOULWYG
3

1

EE

- Crowe Trerval Cats
‘

Movies
MovielD ~

Hamenong
{1 Cercenang 73 asunies «
B Remine 5ot ' Toppre Pier

-~ - New
.‘:‘ Wi Fiommy
o

e X Oetete + THamwe +
LR

E Toten

o|B X Hil"

it

Teut Foomaming

L' Esw 5 u-

775 Women i Fillm (2001)
22 All the King's Men | 2005
1 137 Mowrs (3000)
256 Nineteen Dighty-Four (1964)
1M Sound of Thunder, A (2004

21 Of

d Men (1993)
3 Anna Karening (1997)

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.3. Sort and filter records: Sort
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Movie
246 Mrs. Winterbourne (1996)
151 Great Expectations (1998)
119 Fatale (1992)
118 Fast-Walking (1982)
188 Impostor (2002)

116 Fast Sofa (2001)

Year ~
1996
1998
1992
1982
2002
2001

Rating ~!

Genre
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Create ->Queries ->Query Design
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R 1 .
Create a Record Source E e T e : — : X
. - R ES0 EH8 U™ BS
for the Movie Subform togianen T e ot o, Gyt fm Bk S et g 4y D
The Subform will be a list of the movies. It e Taes Queres fom Aepats
will look like a Datasheet. The Record e ;' ——
Source for this new Subform will be a I N
Select Query that uses tbIMovies. st
O waney
1. Try it: Create a Query - r
Go to Create ->Queries ->Query Design. ; bt Show Table
e I Se——p,
You will be prompted by the Show Table. |== Tables | Queries [ Both
Select a Table: tbIMovies. =g
— |ﬁJICustomers
Click Add. Keep going... W Cortomar ame ‘thiRating
.
L

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.2. Manage source tables and relationships: Use the Show Table Command
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MovielD
Movie
Rating
Genre

Do This, Now: Save the Query
Go to File->Save.

Enter the name: MovieSearchSQ.

Keep going...
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2. Try it: Add Fields to the Query
Add the following Fields to the QBE Grid:

3
o::° File ->Save

S
Add Fields to the Query e
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#' Desete Conmen T et tamay

z _?" X Popen Shert

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Add Fields to a Query

\\r- :‘: A9pend Uptate Crouitsd Debete tﬂdlwlt\ ?: :,\ * - - Totahs Paeameten
Jwery “yve Quen Sehvo Arw Sede
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B vsower by rew
W Curtomer Name
4 — »
Fusa ‘u....o vllc-w Ratng 7«'.-« -
oo ‘m: dAovey Toiioee) 1edLtowey
Sont
thowe | v v v v
Crleca |
- |
Field: | MovielD Movie Rating Genre (=]
Table: |thIMovies thiMaovies thikovies thiMaovies
Sort:
Show:
Criteria:
or:
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Run the Query
3. Try it: Run the Query

=
4
3

Go to Query Tools ->Design->Results.

Click on Run.

What Do You See? The

MovieSearchSQ Query returned 401

movies.

There are four Fields:
MovielD

Movie

Rating

Genre

OK, the query works.
Now, let's build a form with it.

Do This, Now: Close the Query.
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Query Tools ->Design->Results->Run

4*
- Create

Btewns Dsts  Sutunise Tooks o ]
K Bis Vi Ra= s A= b ze e
-y ’ " . 7 Yoo ot o one= M | ™ sma- P T HIAY -2 EER B @ 3
::ntu Ob;;ﬁl* = A" [gimiriii . - =
e » MovieD - Movie « Rating - Genre -
Tabdes 2 | § 127 mours (20309 6 Orama
Juss 2 21 Jump Street (2011) L Acton
o0 - $ S0/%0 (2011 Comedy
T e e -
Queries QAL'_:! ;h.-‘u;;u;z, " ;m: !
P mower ? Abiokite Begisners (1984) K Fock Moa
Farmely
MovielD - | Movie - | Rating - | Genre -

| ! 127 Hours (2010) G Drama

| 2 21 Jump Street (2011) R Action

| 3 50/50 (2011) R Comedy

| 4 A Separation (2011} P13 Drama

| 5 About a Boy (2002) PG13 Comedy

| 6 About Schmidt (2002) R Satire

| 7 Absolute Beginners (1986) MR Rock Musical

8 Absolute Power (1997) R Thriller

Exam 77-885: Microsoft Access 2010

4. Creating and Managing Queries

4.1. Construct queries: Create a Select Query
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Create the Movie Subform
A Datasheet is a good way to list the
movies in the Subform. Here are the
steps.

1. Try it: Create a Datasheet Form
Go to All Access Objects: Queries.
Select a Query: MovieSearchSQ.

(Click once to Select the Query. Do not
double click or the Query will run)

Go to Create ->Forms->More Forms.
Click on Datasheet.

Keep going...!

Create ->Forms->More Forms->Datasheet

Heme . Crame Fateenal Data Darabaie Yook a
A O D RE BSDE-T EELNT™ Bz

- e S S e L e e e T 1

_Yemplstes iy Q-nn Porms Eeperty Moyt & Code

T R R .

Soscn )

Tobden -~ T e

; :Zm - : i

~r— T p— —.=. D @ Form Wizard E

Queres i == =

F cumsmrtcmemenes W . | Mavigation =

b L — = Form Fc-rm Elank Repaort Report
yesq 1] Ttz Design Form . More Forms ~ Design

Fcurm5|

) e

— | splitFo
g o

E] Modal Dialog
' PivotChart

a—
| #| PivotTable

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Datasheet
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Form Tools ->Datasheet

Hello, Movie Subform
2. Try it: Review the Datasheet Ribbon

TR

—— Crente

M [A] S

View  Temes (4] Fonts -

Fitens Dars Satanrie Teeki

—0 ~a n
Cueting Proper

L

=
4
3

Cotaneet

K

Aterrats  Constionst

Age Property  Baaground

A new Datasheet Form should open. The . . o gt 0 oyl s 2
Form Tools now has a Datasheet Ribbon. | ssces cne N e y—

r— ol MoveiD - Move Ratng - Genre -

=ik SRR R mm
The Datasheet Ribbon includes: ; = J| ﬂ !
Views —_— Home Create External Data Database Tools Datasheet
Themes 0;'- . -
Tools P cw % | n Colors ~ @ = ‘ ‘ Q L@ %
Formatting P e =

7™ View Themes [A]Fonts ~

Add Existing Property Background Alternate Conditional

This could be fun. Fields Sheet Color~  Row Color~ Formatting
Keep going, please. Themes | Tools 1 Formatting ‘
14 Aner Dark, My Seeet | 1000) R Orama
8 myisen -
17 Agres Biowne (1009 ~ Drama
18 A Amernca (1990) L Comedy
19 Aaoon (1992 a Famay
== MovieSearchsQ
MovielD - | Movie - | Rating ~| Genre -
4] 127 Hours (2010) G Drama
e 21 Jump Street (2011) R Action
3 50/50 (2011) R Comedy
4 A Separation (2011) PG13 Drama

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Datasheet

Comma Training Page 65



=
4
3

Tay
e

Format the Rows

3. Try it: Format the Rows

The Datasheet form is still open.

Go to Form Tools ->Datasheet->Formatting.
Click on Alternate Row Color.

Select a Color: White, Background1, Darker
15% (light grey).

What Do You See? Every other Row should be
filled with the color you selected. Formatting the
Rows in alternating colors should make them
easier to read.

Keep going...

Form Tools ->Datasheet->Formatting-> Alternate Row Color

Vg N e
E Home Cromee Trerral Cats Datasaie Foin Datairert

(v s— A 3

W s T Q@

Vew  Thames (Alpges «  Ad Lonting Propedy  Background | ARemate

. oy Lo Sheet Color > Mapw Cotgr = 'w-.n'v

Vewy ey Toeh Auscmatc

AR Access Ojects B Ewi aerme (cbon

Sosncn_ el MoveD -
e b

Tobdes 2 ]

= L — 2

B wetews 3 BO/SO( Comedy

- 4 A Mhardiard (ommey

B e s As'"‘ " mEEsEaw

o 5 bouta o Dmedy

L — o Aouts m [n satve
R 7 Atschte EEE W N8 NR Rock Musica

L LLLL L

I RV, 8 MIIIIIIIIII[? "

- —— 9 Mielggy smmman ¢ Oame
e 10 AQIPLEY Lew vt by L Satre

= sttt 11 Adventy G Farmuly
g T

1 3 Amctier B Mose Cokor L Deama

Mot
- Aftar Dark, My Swoet (1090) »,muwm " Drama
Ase of rnrr 10
: T
: =

d

sting Property  Background| Alternate

Conditional

5 Sheet Color=  |Row Color *| Formatting

le
|||I||li||
9013

Toaols | Automatic

|

= Hmllﬁﬂl:lﬂl‘ Theme Colors

MovielD ~ | H ENEEEEN
A 127 Hol[ | I

2 21 Jumy I I I I I

3 50,50 ( o 11111

a A Separ Standard Colors

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Format the Datasheet
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Form Tools ->Datasheet->Formatting-> Conditional Formatting
Use Condltlonal Formattlng . 4 Husr .‘..r.r\l. I:Iu.hl:\_‘ II-“.::HI Satwiredt r &
: Conditional Formatting formats the color - ,f_ ':_:' Mi”_;_ , e g O
depending on the Rules that you set up. 0 e b ) S == T 1
This example will format the Rating data. | s s oo I
Sern. -l MoyieiD - Bhrvie - Roting - Gerse - =
Wakses all |t LT Hours (2010 (1 [
Before You Begin: Select the Rating g R : e anyy o
Column in the Datasheet Form. Selecting . F
the Column is important in this example. L | :
¢ .
1. Try it: Use Conditional Formatting 2 Conditional Formatting Rules Manager M
Go to Form Tools ->Datasheet. = _'
Go to Formatting. rums | Show formatting rules for: |G =
Click on Conditional Formatting. . —
9 :,,,, ’ 5 New Rule ] | 5 Edit Rule | | 2 Delete Rule | | - | | v |
| .
The Conditional Formatting Rule W -
Manager should open. The Rating Rule (applied in order shown) Format
Column was selected so this formatting

will be applied to the Rating data.

Do This, Now: Create a New Rule
Click on New Rule.

Keep going... e

[ oc [ cancel |[ apply |

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.4. Apply Form Format options: Use Conditional Formatting
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o::° Form Tools ->Datasheet->Formatting-> Conditional Formatting
Edit the Formatting Rule = D T A o =5 K

: Each Rating in the Rating Table can be . ,;.,:': m;‘:':!,‘, — .,,'ﬁ,.. L F s
assigned a different color. v | " mena | ™| ™ emam ™

A Acces Obyects S ey
. - 21 MowelD - - Retng -
For example, G rated movies could be T 5 [ o
formatted green. R rated movies could be i . . S —— N
formatted red. " pe— s '
Querier
B Cutememsmemments o

Check vlans I $3 Cuant recond o Use N EGTeNSOn

2, Try it: Edit the Formatting Rule B coem 7Y [compwre 1o stwr recorms
Field Value is: equal to A ry [T
Enter the Rating: G D = | tvrmst oty ot e -
Format the color: green — Gl v e B 7 8 (B Ac "
3 P 3
Keep going... - o ufF s mEmsmss
- r—— “‘I .
i7 T
18 ALl L

mEmn
19 Aadon (1992 G e T EEEEREREN
B sumEsm
20 Aan 8nd Neoms (1992) G OV ot Coters
21 Ave (1993 L Duanty
22 AR the King's Men (2005) G DOOMm o  pawee Cotens
23 AR the LTUe Aseman (1908 L Dramy
24 Al the Protty HOrses (2000) PG13  Crama
25 Mong Came a Spaoer (2001 PGLI Documentar
20 Anesec States (1980) L] Treser
Format only cells where the:
Datacheet View .
Field Value Is |E| equal to E G
Preview: . =
AaBbCcYyZz B 7 U |~ |A~|]

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.4. Apply Form Format options: Use Conditional Formatting
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Form Tools ->Datasheet->Formatting-> Conditional Formatting
Add More Rules n"ﬂ-ﬂ : forale i_rlr-‘dl":'l.“ :u-n::l:m Eatime o igh
. A Mcwen- 7] @ = K

3. Try it: Add More Rules e e e SO Y
Add a Rule for the PG Rating Tl il a1 i A A 3
Click on New Rule. 43 heoess Ctgects ) [erre——"
Field Value is: equal to = Bl o 0 R ]
Enter the Rating: PG D mecuntemen 2 21 Jmp Steet (2011 B Ao
Format the color: orange — i S— —

ol gl e ) )
Add a Rule for the R Rating | conditional Formatting Rules Ma [ B S
Click on New Rule. T e —
Field Value is: equal to % | | Show formatting rules for: | Rating [=]
Enter the Rating: R Toom : =S
Format the color: red : N I"Euew Rule I ’ 25 Edit Rule l ’ ¥ Delete Rule ] B | v |

m . .
Show formatting rule for Rating: . Rule (applied in order shown) R
There should be three rules. Value = G AsBbCCYyZz
Click OK. So...what do you see? value = PG ASBbCoYvZz

Value =R AaBbCcYyZz
Cararast

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.4. Apply Form Format options: Use Conditional Formatting
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Review the Formatting

4. Try it: Review the Formatting

The Rating data has been formatted based
on the Conditional Formatting Rules that
you just programmed:

Green for G

Orange for PG

Red for R

What Else Do You See? The PG13, PG14
and PG15 Ratings were not formatted with
a Conditional Formatting Rule. They are still
the default Theme color, black.

Keep Looking: The Conditional Formatting
also over-wrote the Table formatting for
alternating colors on the Rows.

Made you look.

Form Tools ->Datasheet->Formatting-> Conditional Formatting

3] A S SR s e Va3 Ve Coskere o BT T Wi Kot W - - oo
_ - Covate Fatenst Dara Sutatrie Yook Cataneet
K pEse- 0] & &
s (e | RS P (e et
r—r—
IR » MovielD - Move
- 2 21 mpsema0iy
0wt 3 50/50 (2011
T wdae 4 A Separation (2011)
Queries 5 About a Boy (2002
P Catomermiomerne o mmlmzxrw L
- fr— - _
]
o= b eweemaosme neuwe .
3. o w0 o oum ——
A : 4
2 AanandNaomrond crams
19 Aladdin (1992) G Family
20 Alan and Naomi (1992) Drama
v | Alive (1993) R Diaster
Ortuonest ew 22 All the King's Men (2005) G Drama
23 All the Little Animals (1998) R Drama
24 All the Pretty Horses (2000) PG13 Drama
25 Along Came a Spider (2001) PG13 Documentan

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.4. Apply Form Format options: Use Conditional Formatting
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Finish the Subform

A Subform doesn't need many
embellishments. It doesn't have a

=
4
3

Form Header for logos or branding.

5. Do This, Now: Save the
Subform

Go to File->Save.

Enter the Form Name:
MovieSearchSubform.

Click OK and close the Subform.
Very Good.
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File ->Save

4 R ] .
Wome  Crese  DownsiCots  DuabereTowr | Ostesmert =@

W Ase T M Q@ K

Vew  Themer [A]pgets = Add usting u»n. Sackground Aterats Condbonsl
. . st Color ~ Row Coler = Formating
et L e 5
AR Access Obyects o | g
Lw‘-; » MovielD - Mave
™ [ Nt 7 Hours (2010
3 mecuntsmen | 2 21 msuuu:om u Acton
T nesenes 3 50 (20 o Comedy
T neung | 4 Asapvm {2011)
Queerees . | 5 About a Boy (2002
P uromitsmemoneg | & About
B uremeriamerg 7 Absokste Begllf
P — | 8 Avsotite -
- SewciQ 2 Accudertal Tol
N s 10 Acaptanon |
- — il ASvertyuees of
- e a Advertuses of Pnoceaus, The 1996
= 13 AITRCIX 1T " Deama
e
: 14 Aftar Dark, My Swoet (1000) “ Deama
N = T Age of lrnsvense (100% Drmasrs

16 w (1980 “ Theler

| Agres Browne (1000
‘ A America (1900}
Aoan (1992 Far! ’
Save As ‘ [m

Faorm Mame:
|Muvie5eard’15ubForm




E y
o::° Create ->Tables->Table Design
r - | ‘
Create a Record Source R kTt Lk -
. e R BG5S = 8 LR
:1 for the Movie Search Form e e mot G gy e R QLT i T e G
The Record Source for the new Movie B - s e R A 1
Search Form will be a new Table, S A
tbIMovieSearch, which will have three Fields. = : ‘
0 ma ‘
1. Try it: Create a Table D e ‘
Go to Create ->Tables->Table Design. :_; 1
P conem 3 !
Keep going e |
2
2 Mme External Data Database Tools

s
=T
Application Table

Parts = |
Templates |

E E j @ ;E Z @Fnrm‘ﬁizard

El Mavigation ~

Table SharePoint | Query Query Form Form Blank .

Lists~ | Wizard Design | Design Form %MWE Forms ~
| Queries | Forms

All Access Objects

b 54

|5fan:h...

R

k?-' 289 . Tables

.

- 3 EH  thiCustomers
- EH  tbiMovies

Exam 77-885: Microsoft Access 2010

2. Building Tables

2.1.1. Create tables in Design View
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Table Tools ->Design->Tools->Primary Key

TR e
Mot Cieste  Betewai Dats  Outsbase Teoh [ =@

T., k
e

Edit the Fields
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3 [y

“~a oot Bown A l m o 2N =) ""J

2. Try it: Edit the Fields — P L .. S ..
Enter the following, please: T~ TR S e 3 SRR
A8 Access Obects Bl B—
- Fleld Name Data
Field Name: MovieSearchD = o a2
Data Type: AutoNumber S Soe o~
T meaeg
Field Name: Rating e —
Data Type: Text B cotvmenunesq
[ —r——
P vourennsg
Field Name: Genre e
Data Type: Text - g—
W vomes
Try This, Too: Create a Primary Key e m—
Select a Field: MovieSearchID W Comtom Home [a——
Go to Table Tools ->Design->Tools. o S o B—
Click on Primary Key.
What Do You See? The MovieSearchID Field Mame Data Type
Field has the symbol for the Key. In the B MovieSearchiD AutnNumberI
Field Properties, the values are Indexed Ratin Text
(yes), so that there will be no duplicates. E
[r——pr—— Genre Text

Keep going...!

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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File ->Save

=
4
3

s = oy Y Ve TOudbese e 30 - T Ve Lecest I T
Save the MovieSearch Table E—,m S e S ——— e
3. Try it: Save the Table IR s OB B & 8 =
Go to File ->Save. el T =R Lo e G 3
Enter a name: tbIMovieSearch. Macoosotets - o v

P— r Fleid Name Data Type Description -

abtes s ¥ Moviesearchid AutoNumbder
Click OK. —} e s o =

I wemeg
This little table will be the Record Source 5™,
for the Master Form, the top part of the B Ctvmetionesd
Movie Search Form. : .

b T
The purpose of tbIMovieSearch is to hold | =™
the Rating value that the user selects from | = w..
the Combo Box. _— "

W Contomes Hame Piakd Ponaties '*. PEsca fr N

owel Dy Tew r b g M Aan
Close tblMovieSearch. Keep going... ” e Coeuiomal AL WEAVER muckilan
-
Save Az
Table Mame:
tbiMovieSearch |

Devgn wew. M = Seich pef

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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One Create ->Forms->Form Design

% o G Shoniun | CobmrTook | Ceven

Create a Movie Search Form
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-Q

. . . ==l |A g Cotom » . —— Husee 7 ’\.\ -
This Form will give the User a Combo Boxto ,_,;;]:'_- L& BB Ag ==l Q@ 15 :] o e m;;‘,L,:,, ;} &3 Vi Cote
Filter the movies. For example, the Rating T sl e O o 1 R e SR 1
Combo Box could be used to show only G M acouss Oty =« | b Prevy e
H aron. . . . - tpe Form
rated movies. i g o om -
I wecuton Poomet| Guts | bt [ O M
. O mateves Bacore Source - — B
1. Try it: Create a New Form ) waseesonrn E:if.“w "
Go to Create ->Forms->Form Design. T s vt Viow o
Queriey 8 abow Porm Vew Yer
b et Abrw Detaseet Virw res
Try This, Too: View the Property Sheet 4 — e
Go to Form Design Tools->Design->Tools. : EEI DI:EDE ;}‘ Subform in New Window e
Click on Property Sheet. > = K ™ view Code rIsHauRNE
=" Add Existing |Property| Tab - . _ )
What Do You See? The Property Sheet 2 Fields Sheet | Order % Convert Form's Macros to Visual Basic
: . 3
should open on the left side of the screen. = Tools
. . .
The Selection type is form. - 1 Property Sheet x
| 4 | Selection type: Form
What Else Do You See? The Record Source L.
is blank. This Form is not connected to a Form E|

Table or Query, yet.

It is Unbound. Fecord Source
Caption

Pop Up

Modal

Default View
Allow Form View

Allow Datasheet View

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View the Property Sheet

Keep going...
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Form Design Tools->Design->Tools->Property Sheet
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" bl . - “'-‘
Movie FOI'm Design: i .--]..'. Cieste  DtewmuDets  Sutaniie Tooks egn | insngr T Voret _T — "j m— a
‘:\, Cobary + — a vom - NVZ Ll ™ o 4 | e 2 Viow O
Select a Record Source - e R A= OQATO S 3w S S
When a Form has a Record Source then it o e — = Lo 2
is Bound. This Movie Search Form will 2 S Ot - e - o
use tbIMovieSearch for the Record T o | fonne
Source. B o
I waen -
2. Try it: Select a Record Source ——
The new Form is open in Design View D Comtsmenncs
and the Property Sheet is open. f —— \
$ w |
Go to Property Sheet->All. P soves
Click on Record Source. 3 ot E'Tp;_m—'r Sheef c
Select: tbIMovieSearch. 3 w. | Selection type: Form
~Jondl
Repors Form |E|
Now, this Form is Bound to a Table. E
The Fields in tbIMovieSearch are Format| Data | Event | Other | Al
avallabl_e in thg Field List if you click on Record Source o] ~
Add Existing Fields. Caption CustomerHomePhong| |
Fop Up CustomerMName5sC} b
Keep going... Modal MoviesByYVearsQ
Default View MovieSearchSQ)
Sesssasnt [ Allow Form View MovieSQ
Allow Datasheet View EE:;”“_”’"““
Allow PivotTable View ——
Allow F‘nr::utCha.rt View thiRating
Allow Layout View TES

Picture Type Embedded

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View the Property Sheet

Comma Training Page 76



E y
Form Design Tools->Design->Header/Footer->Title

e WO P e S e VT Ve B s 0 TVl Lo WO
H H - ey Lorate Fitesnnl fata Stk e Ewiag Liasge Foimat & 'n
Movie F_orm Design: = B 9 4 o eE=rE B o e
Add a Title to the Header e | o roms- (1B Aw (= (] — e owrney AP e ORI eie
The Header is a excellent place to confirm  se e Coeen Fundar Fomict Test 3
that this is the right Form. A little branding | &5 s = =i e .
works, too. This step will add a Title to the | re= | [ #rem e ] k=
Form Header. o 7 TScarch the Movied I [ el [t [me | 2=
B 1= R
3. Try it: Add a Title to the Header ] - e e
The Form is still open in Design View. B cotemsmeniranda | . pha
The Property Sheet is open. r-fer— : = .
] sertagenny - L Teat 3
H - H B o denu B o=
gg :g Ez;r:e?ﬁ:sc:g:‘elgg.li;:Deﬂgn' l;-: nal Data Database Tools r Design Arrange Format l
What Do You See? A new Form Header 3 e ’_‘ nz) =i | | Ao
? = : —m =
will be added to this Form. There should o Aﬂ E] QJ ® [ ] 'IEl — -
be a new Label in the Header. Image - 35 Date and Time
Controls | Header / Footer
Edit the Label: Search the Movies —
Keep going... |:||---|---1---|---2---|---3---|---4---|---5--
e J # Form Header

{Search the Movies

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Format the Header or Footer
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o,,:" Form Design Tools->Design->Controls
E (@ [ OO | Frocahmvebee b2 Ve Doisbase (Access 2087 - J000) T Wicrenoh Accems T RN
: MOVIG Form DeS|gn: E \m-oﬁrr.-m Daevai Duts  Dutsbare Boek Desgn | Amnge  Foma R —ﬂ :j ‘g ]
3 [ e abf ) () o ™[] = - e . =& 2w
Add a Combo Box e [/ A= QAT 3= i S
Controls can be Bound or Unbound as well. A o ____Senes Toun
Control is Bound if it has a Field in a Table or e ;‘T - W Lovaen e Conte b
Query as a Record Source. -:-- """""""""""""""" | ‘:""[’ 1 2
[ ey Pormet | Dot  Gwerk | Omver A0
I nese e Combol
The following pages will add a Rating Combo B - -
Box to this Form. This Combo Box will Pe usedl e ; S e e -___
to filter the movies in the Subform. You'll see. It's ; e o S O EAE hi Sa t gt o v 1
Coo" 9 @ I mart e cambe box 1o get e values Fom arother jable o :::‘;\:?“ E.
P ow :'m""m"”_“ ;“-‘.:‘u« Owaden :v\lv-kw-v
4' Try it: Add a combo Box :— P o teimnd on my e Dased o0 e wakie | selecied i ey 1 ::‘V' z;::’
The Form is still open in Design View. E T ~T S
The Property Sheet is open. = . e — —
L . | B —
Go 0 Form Design Tools>Design->Contal. |+ - Conbo oWt N 00 0
Select a Control: Combo Box.
This wizard creates a combo box, which displays a list of values you
Click anywhere in the Detail section of the Form. 77 EIT Chgﬂse from. How do you want your combo box to get its
The Combo Box Wizard will open. B L=
Keep going... T ;I want the combo box to get the values from another table or
Combo bon wims query.

() T will type in the values that I want.

Find a record on my form based on the value I selected in my
combo box,

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add a Bound Control
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Movie Form Design:

Form Design Tools->Design->Controls

Databaie Poey Datrags

Hus=r ({1 Tuneiral St Rearapt

Fusmgr

=N F e =m |
. Ag) Bicssn s R - - |J ] -'3
r abl Ag == - [ - o e - L S o e e
Combo Box Optlons_ ' e Tames [Fpse- | 8 in] U e[| o]00 Bomsaras MUty 1 STt
Here are the answers to the first steps in i L] Laast et it
. CRuL - H
the Combo Box Wizard. fRsm S a E———— T emsat (e e
Tk 8 || I[ vt Comibaz B
. . T iituariemen - E I lmlmlhﬂ Caws | &
5. Try it: Walk through the Wizard = | R e T EE L] | = -
Comlred Sownn
Get the values from a Table or Query B sebiiniamms Fouma
= teisng T:M :‘N
 gr— i ey e m—
Go Next. Select a Record Source R e o
8 (et T Cobamr, mapdl iz
Select a Table: tbIRating R L w

T T

Ll

SRR CRMRHE

gl
frstem inpaaan

Go Next: Select the Fields o 2 o v
Select both available Fields: S B -
RatingID (a number) R . tate_
Rating (text) 8 omeerans Available Fields: Selected Fielgs“:l - e

H senaie
Go Next: Sort the Fields RatingID
Select Rating to Sort (ascending)

-
Go Next: Keep going...
-{
Lembo Boo Woed
[ cancel | [ <Back | mext> | | Frish
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Movie Form Design:

Combo Box Key Decision
6. Try it: Unhide the Key Column
Uncheck the option: Hide key column.

=
4
3

What Do You See? This Combo has two
columns: RatingID and Rating.

Click Next.

Memo to Self: This option lets you
choose which Field should be stored.

If the key column is hidden, the Combo
Box Wizard will select the Primary Key,
RatingID, by default.

Form Design Tools->Design->Controls
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B !
s TP
o JET How wide would you like the columns in your combo box?
T8 thrlagerioaiom
EE— To adjust the width of a column, drag its right edge to the width you want, or double-didk the

B Ao by e

Contirs B Wil

right edge of the column heading to get the best fit.

[] Hide key column {recommended)

RatingID | Rating
G
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PG
PG13
PG14
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Movie Form Design:
Save the Rating Data

The last two steps in the Combo Box
Wizard prompt you to select the Field you
wish to store in tbhIMovieSeach.
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7. Try it: Select the Rating Field
Select a Field: Rating
Click Next.

8. Try it: Store the Rating Field Data
Select a Field to Store: Rating
Click Next.

OK, Do This Now: Finish the Wizard
Enter the Label: Rating.
Click Finish.

What Do You See? There should be a
new Combo Box on this Form.

One more step...

Form Design Tools->Design->Controls
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- - 3 EiOMeandtme  puasy | Sweet | Osger 5 Cotvent Fosn s Matres 50 Viswet Base
Viewy Theme: SRR  Costosh _ Heaes (Peste 2 [’
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() Remember the value for later use.

Store that value in this field: : Rating
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Form Design Tools->Design->Tools->Property Sheet
E N L W*ﬂ:
Movie Form Design: E.q == : o R N e
:1 Edit the Combo Box e S e (I Ae S VRTINS o 3= e e S
The Rating Combo Box Control has two = e — R e — g
columns. The first Column is the RatinglD, & = J;i‘*-"'” SO———— e et .
which the User does not need to see. You | o[ I e f— . 5
can edit the Column Width to be zeroso | "™ Sejarch the Movies | | | [ (el ol -
that it is hidden. - "'"". o . — —
QST ]l Tl g - Fael P s
Charie Cutmiert Ciphas
9. Try it: Edit the Combo Box Property P sy e i
The Form is still open in Design View. S o e
The Property Sheet is open. B e L
Go to Property Sheet->All. P viowe o :
Edit the following: & oomae ' P'C'PE_“'-" Sheet S
Name: RatingCombo T o Selection type: Combo Box
Column Widths: o":1" :L::.“J"-\ — RatingCombo E
List Width: 1" W connass o
e : |Furmat| Data | Event | D’I:her| Al
Do This_, Now; Save the Form o L 4 1 Name RatingCombo p
Go to File->Save. ) Control Source Rating| [ =
Enter the Form Name: MovieSearch Format —
| [ ] ||| Decimal Places Auto
OK, does it work? , Lo uste Visible Yes
W o e B g Datasheet Caption
Column Count 2
Column Widths 0=1"
Column Heads Mo
List Rowws 16
List Width 1"
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Test the Combo Box

Before You Begin: Change the View

Go to Form Design Tools->Design->Views.
Select a View: Form View.
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Try it: Test the Rating Combo Box
There are two parts to the test:

Can you see the list of options?

Can you select an option from the list?

What Do You See? Does your Combo work?
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Form Design Tools->Design->Views->View->Form View
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So Far, So Good...

The objectives for this lesson were

Create a Record Source for the Subform:
MovieSearchSQ..

Create a MovieSearchSubform that
displays movies as a Datasheet.

Create a Record Source for the
MovieSearch Form, tbIMovieSearch, a
simple Table to hold the search criteria.

Design a MovieSearch Form that uses a
Combo Box to look up the Rating.

In the next lesson, we will link the Form
and Subform together.

Grab a cookie and come back when you
are ready!
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Aladdin (1992)

Alan and Naomi (1992)
Alive (1993)

All the King's Men (2005)
All the Little Animals (1998)
All the Pretty Horses (2000)
Along Came a Spider (2001)

e Iy v

PG13
PG13

Family
Drama
Diaster
Drama
Drama
Drama
Documentan



Practice Activities

Lesson 3: Form and Subform Design, part 1

Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on. Or, you may download BBL Int ver3.accdb.
2. Create a new Query using the Create Queries->Query Design command. Use tbleProducts as the record source.
3. Add the following fields to the QBE Grid: ProductID, Item, Type, Specialty

4. Save the Query as ProductSearchSQ. Run the Query to test it, then close the Query.

5. Under All Access Objects->Queries, select the Product SearchSQ Query .

Go to Create->Forms->More Forms->Datasheet

6. Format the Datasheet with Alternate Row colors. Use a light color of your choice.

7. Apply Conditional Formatting to the Specialty column as follows:

Vegetarian has green text

Gluten Free has orange text

Low-Fat has pink text

8. Save the Form as ProductSearchSubform and close the form.

9. Create a new Table. Add the following Field and Data Types:

ProductSearchlD, Autonumber (Also make this the Primary Key)

Type, Text

Specialty, Text

10. Save the Table as tblIProductSearch. Close the Table

11. Create a new Form using the command Create->Forms->Form Design.

12. Using the Property Sheet, select the record source: tbIProductSearch

13. Add a Header to the Form. Edit the Label to say: Search Products

14. Add a Combo Box to the detail section of the Form. Get the values from the Table tblType.

Select both available Fields.

15. Uncheck the option to hide the Key column. Set the Field Type to be stored in the Type Field. Finish the Wizard.
16. Using the Property Sheet, rename the Combo Box as TypeCombobox. Set the column widths as 07, 1”

17. Save the Form as Product Search

18. Save and close the database.

uary
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Test Yourself
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1. In Microsoft Access, a one-to-many 3. Which of the following things are not parts of a
relationship is created using which of the Subform?

following? A. Form Header

A. A Table and a Form B. Logos

B. A Form and a Subform C. Branding

C. Form design and Table design D. Data

D. Macros and Forms Tip: Intermediate Access, page 71

Tip: Intermediate Access, page 57
4. Which of the following is true about an Unbound

2. Which command formats text based on Form?

the rules you create? A. The Form is not connected to a Table or Query
A. Themes B. Once a record course is connected to the Form, it
B. Styles is considered Bound.

C. Conditional Formatting Tip: Intermediate Access, page 75, 76

D. Design

Tip: Intermediate Access, page 67 5. If the Key column is hidden during the Combo

Box Wizard, then Access will select the Primary Key
(the ID field) by default for the field to store.

A. True

B. False

Tip: Intermediate Access, page 80
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Intermediate Access Objectives
In this lesson, you will learn how to:

1. Review the Properties for a Form: Record
Source, Controls, View.

2. Use the Subform Wizard to add a Subform
to a Form and link them by a common Field.

3. Create a Combo Box to filter the Records
in the Subform.

4. Add a Macro to Refresh the Records in the
Subform when the Combo Box is changed.

© 2012 Comma Productions, LLC
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Access 2010: Representing One-to-Many

Forms and Subform Design, part 2

Rating PG| El

MovieSearchSubform

= e —
R i, T
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=
&Ny ~ry o
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MovielD ~ Movie
15 Age of Innocence (1993)
120 Alan and Naomi (1992)

= r.aI-:wi-':S-':alu:I'|T :j MovieSearch : RatingCombo : After U-pdite‘

RunMenuCommand
Command Refresh

9 | Add New Action [~ ]
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Lesson 4 : Forms and Subform Design, part 2

1. Readings

Read Lesson 4 in the Intermediate Access
guide, page 87-114.

Project
Link a Form to a Subform and test it.

Downloads

FrontRowVideo Int4.accdb
popcorn1.qgif, popcorn2.gif,
popcorn3.qgif, popcorn4.gif, movies1.gif.

BBL Int ver4.accdb

2. Practice
Do the Practice Activity on page 115.

3. Assessment
Review the Test questions on page 116.
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Form Design Tools->Design Ribbon

—= .
—= .{!_i.l.‘é' I colors l_ ] Cl Q | j| EE‘ |-xvz] =

Wiew Themes ﬁ Fonts = =1 | Insert

- T | Image ~

Vianys Themes Controls

3 2
Form Design Tools->Design Ribbon

.L@ Logo :Di ' Subform in Mew Window

5] Title =T &vum Code
Add Existing |Property| Tab -
EDate and Time Fialds Cirder %Cnnver’c Form's Macros to Visual Basic

Tools

Header / Footer lJ
Menu Maps
From the Home Ribbon
Home ->Views->View->Form Design, page 92
Home ->Records->Refresh, page 102

From the Form Design Tools->Design Ribbon
1. Form Design Tools->Design->Tools->Property Sheet, page 93
2. Form Design Tools->Controls->Subform/Subreport, page 96
3. Form Design Tools->Design->Views->View, page 101

From the Macro Ribbon
1. Macro Tools->Design, page 105




Forms and Subform Design, part 1 defined the scope of the programming: we
wanted to search the movies by Rating. This is a one-to-many relationship. Microsoft
Access represents a one-to-many relationship with a Form and Subform. The Movie
Search Form stores the Rating in a new table, tbIMovieSearch. The Movie Search
Subform lists the movies that match that criteria. It looks up the movies with a Select
Query based on the movies Table: tbIMovies.

Forms and Subform Design, part 2 links the Form and Subform by a common Field:
Rating. This lesson walks through the steps and offers some options for
troubleshooting the programming. Let's get started.

4
Rating PG -
MovieSearchSubform
Access 2010: Example of the completed MovielD - Movie v | Rating -~
Form and Subform 15 Age of Innocence (1993) G
20 Alan and Naomi (1992)
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What Are the Objectives?

Both the Form and the Subform have a Rating
Control, which is Text. First, we will confirm that
both Forms have the same Field. Then, we'll use
the Subform Wizard to walk through the steps.

uary

Review the Form and Subform
Open both Forms in Design View
Identify the Record Source
Confirm the Default View

Use the Subform Wizard to Link the Forms
Select the Subform
Define the common Field: Rating

Review the Subform Properties

Confirm the Master and Child Links

Test the Movie Search Form

Automate the Form with a bit of code (a Macro!)

Troubleshoot the Programming
Review the Form and Control Properties
Review the Master and Child Links
Review the Embedded Macro

That's the plan. That's a lot...maybe not ;-D
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Microsoft Access 2010: Example of a Form Control with a Macro
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start -> All Programs ->Microsoft
Office.

Click on Microsoft Office Access 2010.
Access will prompt you to open a database.

This lesson uses the database that was
programmed in the previous lesson. You can
continue with the same database if you wish.

The FrontRowVideo Int4.accdb database has:

Four Tables: tblICustomers, tbIMovies,
tbIMovieSearch and tbIRating.

Five Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ,
MovieSQ, and MovieSearchSQ.

Four Forms: Customers, Movies, MovieSearch
and MovieSearchSubform.

Two Reports: Movies by Year, Customer Name
Keep going...

Memo to Self: Click Enable Content if you see
the Security Warning.
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Start -> All Programs ->Microsoft Office->Microsoft Office Access 2010
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Home ->Views->View->Form Design
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@Y e . ‘ . oS
open the MOViesearCh Form E .-.]-.L Civate Fotemns Data Satanace Teok [ Arenge P ormat —T - ..‘] - = - 0
Let's begin by reviewing the Form and = S R A= - oo | Ve com '
Subform designs. W e e . * e ;.:-:4.:' it | Sheet | Onder v.':-v«-,.-.u.«m.m..- 1
AR Access Obyects BER (i e Frigeny et
1. Try it: Open the MovieSearchForm o [ toms vaster rom -
Go to All Access Objects->Forms. B e | Sefarch the Movies | I || (ool Lot o] >
Open a Form: MovieSearch - - o ——
) ) oo U .
Go to Home ->Views->View->Form Design. | @ = forg 5] ~ pu
The Form Design Tools should be available. %™ P
P Crtrmetuaci ) { ‘ - 4 f| v
Try This, Too: Review the Form Properties | - . naveie | e
Go to Form Design Tools->Design->Tools. | & « A o
Click on Property Sheet. o . ' : : = =
= . T Property Sheet X
What Do You See? The Form is selected. R selection type: Form
The Record Source is: tbIMovieSearch. A\ Form E|
Default View: Single Form. S
|Furmat| Data | Event I D’ther| All |
Keep going... Record Source tbiMoviesearch [ =] =

Caption
| Pop Up Mo
Maodal Mo
Default View Single Form
Allow Form View Yes
Allow Datasheet View Yes
Allow PivotTable View Yes
Allow PivotChart View Yes
Allow Layout View Yes

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.2. Apply Form Design options: View the Property Sheet
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What Do You See? The RatingCombo
control is selected. The Properties include:
Name: RatingCombo

Control Source: Rating

Visible: Yes

Column Count: 2
Column Widths: 0"; 1"

That means there are 2 Columns in the
Combo Box. The first Column, RatingID, is

hidden because the width is 0". The second
Column, Rating, has a width of 1".

Please Close the MovieSearch Form.
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Form Design Tools->Design->Tools->Property Sheet

m - 5 . U

Review the Combo Properties W8l -~ o oo oo i

2. Try it: Review the Combo Properties
Select the Rating Combo.
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— Property Sheet x
— e Selection type: Combo Box
RatingCombo |E|
|Furmat| Data | Event I D’ther| All |
Mame RatingCambo -
Control Source 1

Format

| Decimal Places
Yisible

Datasheet Caption
Column Count
Column Widths
Caolumn Heads
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Home ->Views->View->Form Design

Open the MovieSearch Subform h e = -

In the previous lesson we worked with the ] !',: " LI Ae = Q0T (T A «']” - O

MovieSearch Subform in Datasheet View. Let's .~ . — imagee | oweonsin | “ruce " ot T8 Comut o M e 3
open the MovieSearch Subform in Design View | s soen R B —

and look at the Properties.

) 2
e

Vi e
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3. Try it: Open the MovieSearchForm B s
Go to All Access Objects->Forms. 3
Open a Form: MovieSearchSubform.

Go to Home ->Views->View->Form Design.
The Form Design Tools should be available.

SRR

-
M

M S

Try This, Too: Review the Form Properties
Go to Form Design Tools->Design->Tools.
Click on Property Sheet.

Property Sheet
Selection type: Form

Farm |Z|
What Do You See? The Form is selected. i
The Record Source is: MovieSearchSQ. Format | Data | Event | Other | Al |

B
F ¥
.

Default View: Datasheet. Record Source MoviesearchSQ
. Caption
Keep going... Pop Up Ma
' Modal Mo
Dewsgn vorm - Default View Datasheet

Allow Form View Mo
Allow Datasheet View Yes
Allow PivoiTable View Mo
Allow PivotChart View Mo
Allow Layout View Yes

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View the Property Sheet
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@ Form Design Tools->Design->Tools->Property Sheet
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Review the Record Source - e T o .
The MovieSearchSubform uses a Query to o e [ s st e o @ oo e T

look up the answers. You can use the Property .. I Ty S, g 4
Sheet to open the Record Source if you wish. 1) rtanscns uary St | kel

4. Try it: Review the Record Source s e '

nnnnn

The Form is Open in Design View.
The Property Sheet is available.

Click on the Record Source: MovieSearchSQ.
There should be a 3-Dot Builder button to the
right of the Record Source.
Click on the 3-Dot Builder.

Moviesearch50Q) |I[E] - G
What Do You See? MovieSearchSQ should o ﬁ ‘
open in Design View. There are four Fields: Ot
MovielD
Movie
Rating
Genre
— Field: | MovielD [ Mavie Rating Genre
Please Close the MovieSearchSQ Query. Tzzlrii tbikMovies tbiMavies tbiMovies tbiMovies
You should return to the MovieSearchSubfrom. '
Please Close the MovieSearchSubform. c::eﬂr::
On

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View the Property Sheet
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@ Form Design Tools->Controls->Subform/Subreport
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A G Ve VS L T O e W -
Add the Subform to a Form B — : ‘9
- ) [ B Qe E A o=
The Subform is ready to be added to the = T e A= QT[T o acoamg i . 83 VemCome
. . - T Alfem . . D omemetme ““honn | et Onter B Corwot Form's Moss 1o Visuat |
MovieSearch Form. First, you need to open hat [ el e i s Tock 1
the Master Form in Design View. Then you A4 ccess Obyects v o | 3 Mo ool
can add the Child Subform as a Control. b N —— Y. .
e SearchtheMovies | [ | | |omalomlomone) v
1. Try it: Open the Master Form B et i i o - —
Go to All Access Objects->Forms. D e : batrd] rog o] | |} - —
Open a Form: MovieSearch.. o : ; | e
Go to Home ->Views->View->Form Design. | = -« | 1 | L e e —
The Form Design Tools should be available. | = - | | |nete T e
B o =
Try This, Too: Add a Subform - Lose R S v
Go to Form Design Tools->Controls. B e External Data Database Tools Design Arrange Format
Click on Subform/Subreport. ;? Uomriames oz
Mowe — i
= l_ ® _‘_‘---- [ ] =
What Do You See? Your mouse should have | ‘ % abl Aa [j QJ ol | =
a little square symbol following the cursor. = 3
| Bl\F=0veE i @
Keep going... .
=5 #s] |l
(S lerm b
Desgn virw -

}El Subform/Subreport r
Use Control Wizards

:_i ActiveX Controls

i i | T T T | T I | T I T

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add a Subform
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2. Try it: Select a Subform

The mouse should have a little symbol following - A e
the cursor after you click on Subform/Subreport. | ss s |

Now, click in the Detail section of the
MovieSearch Form. This should start the

Subform Wizard.

What Do You See? The Subform Wizard will
prompt you to select the data. You can choose
an existing Table or Query. You can also select

an existing Form.

Go to Use an existing form.
Select MovieSearchSubform.

Click Next. Keep going...
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The Subform Wizard

Form Design Tools->Controls->Subform/Subreport
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g s Sc[m’h the Llow:s - ] fomet] Outo | ovest | Oes| %4
1Y Y . Creod
- » e T Yos
T neseneie ) | ar—
3 neung ‘ Tou car se wn eunrg frm i Ceste o abdm o sbrrport, | R Mater Fads
- Teste vas e g labies ardiy gueres Cras f s
Quevies. | 1
P X
Do » What date woukd you e 1 use for your subdorm o subreport? s
4; LR A
2 -~ e v:{;" Sohd
P - e w ey b A Bathgrawnd |, Dater 198
,c > nea F
s Commans FpeTop Traniparent
Fatron 4 Movies e Lottem Tramsparent
- T T— e ien ramspet
o e baght ranipas ont
B vowe e mn Top Lpt
B vevetonh i R
g What data would you like to use for your subform or subreport?
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Subform: Select a Field

The next step in the Subform Wizard asks
you to choose which Field(s) will be used
to link the Master Form to the Child, the
Subform.

uary

The default option is: Choose from a list.
The Computer Mama sez it is often easier
to Define your own.

3. Try it: Select a Field

Select: Define my own.

Select a Form/report Field: Rating

Select a Subform/subreport Field: Rating.

Click Next. Keep going...

Memo to Self: Rating (Text) on the
Master Form matches with Rating (Text)
on the Subform.

Match, match, match.

Form Design Tools->Controls->Subform/Subreport

Would you like to define which fields link your main form to this
subform yourself, or choose from the list below?

(") Choose from a list. @ Define my own.
Form/report fields: Subform/subreport fields:
Rating E] E]

<No Field >
MovielD
Movie

[=]

Text

Long Integer
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Finish the Subform Wizard
4. Try it: Name the Subform

Enter the Subform Name:
MovieSearchSubform.

uary

Click Finish to close the Subform Wizard.

So...what do you see? Keep going...!

Form Design Tools->Controls->Subform/Subreport

swramwers

~ | What name would you like for your subform or subreport?

[MovieSearchSubform|

Those are all the answers the wizard needs to create your subform
or subreport.

Exam 77-885: Microsoft Access 2010
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3.2. Apply Form Design options: Add a Subform
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Form Design Tools->Design
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D EE " . e iedes Va1 Databare tcess 3007 - VBT Whcwveh At :
Hello, Subform! = --j~|. e —— — — [ 2 B e -
. . \ Cobowy * - . - Lege b 29§ . .
There should be a new Subform in the Detail S (v |18 W] A (= I o | < 0 m.:m.;;;; ol & v cone
section of the MovieSearch Form. Each option ..~ . — ; B st TR B s S 1
that you selected with the Subform Wizard is A Accrss Gt R [emiorroed S
saved in the Property Sheet. T —— Iy e -
l Sc{nth the Movies ] I T I o] on, [wes [ ] 22
1. Try it: Review the Subform Properties L - —
Select the Subform: there should be a yellow Ratng _ [o] ey —
border around the Subform when it is selected. p T o o -
_ N R KAL) UK .., i s
Go to Property Sheet->All. o o jSeaie
Property Sheet X
What Do You See? The Subform is selected. : — Selection type: Subform/Subreport
The Name is: MovieSearchSubform. » ' MovieSearchsubform [=]
Link Master Fields: Rating \Format | Data | Event | Other | All
Link Child Fields: Ratin
9 Mame MovieSearch5ubform -
. . . Wisible Yes il
Try This, Too: Edit the Subform Properties : , : B
Edit the Height' 4" Source Object MoviesearchSubform
’ A | { || Link Master Fields Rating
. S— Link Child Fields Rating
Well, does it work? Let's go see... ks B Width 7.8958"
fr Height 4"
Top 0.7917"
Left 0.1667"
EBorder Style Solid
Border Width Hairling
EBorder Color Background 1, Darker 35%
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Test the New Subform

There's only one way to find out if a Form
works: go to Form View and act like a User.

2. Try it: Test the New Subform

Go to Form Design Tools->Design->Views.

Select a View: Form View.

What Do You See? The Rating Combo has
PG. The Subform shows 71 movies in this
database that match the PG Rating.

What Else Do You See? The values in the
Rating Column have Conditional Formatting.
The PG Rating is formatted orange.

Keep going...

What If It Doesn't Work? Sometimes the
MovieSearch Form doesn't show anything
when you go to Form View.

Please try this: Refresh the Records
Go to Home->Records->Refresh.

Did that work?

We'll address this issue on the next page.

Form Design Tools->Design->Views->View

g e
—— Civate Fitens Dats Sutanaie Yoot

3 DL TuiS el 855 s AT fEdb
N v ) bemeve S0 7 topyie e | e X Ovee ) e A Y- EEEE 2
- 2 Search the Movies
T T
T watove a E]
T matsvetos
T wdueg MovelD Move - Raorg - Gewre - ~
Queries 15 Age of Innocence (1003) Romance
B Cartemensomemmanesq :o U“mo:,m om:n
o ©  rmoisuws e
B vowriaasg 4 Around the Workd in 80 Days (2004 Famey
P s :"‘ B Troubie :mnm v(:::?.
5[ 53] MovieSearch
v
A wowet o
3 Search the Movies
] -T
B vowe
Rating PG v
MovieSearchSubform
MovielD v| Movie ing -| Genre -
st 15 Age of Innocence (1993) PG Romance
20 Alan and Naomi (1992) PG Drama
33 Amang the Cinders (1983) PG Drama
40 Apollo 13 (1995) PG Drama
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Home ->Records->Refresh

Eu

e

Test the Rating Combo B
The purpose of having the Rating Combo

[T T &= 'u

Frtrsnnd Data

ril.:-cr-d-ug Er asctin « -t ﬁ*m
T

uary

lunr-d-u *_'Iu-w-

is to filter the movie list in the Subform to % e _N'“ T Lo 2 S T 3
find the movies that match. 4 hees Objects S|

:::—“ | Search the Movies
3. Try it: Select a Different Rating S i 5 &
Select a Rating: R M simrpenecn . .

0 mmsg il D Morvie - Raong -| Genre - -
What Do You See? The Subform did -p—— S
NOT update automatically to match the O = pr i L] .
criteria in the Rating Combo. You can = sartamensy 10 Adagtation (200121 R Sate
Refresh the Records manually (by hand) | # wees Ty i
to see if the Form and Subform work - pre— =Z| MovieSeardt
together. g s

T P T 3
Try This, Too: Refresh the Records o | SEEII'Eh thE MDVIES
Go to Home->Records>Refresh. 8 e | ¥

Rating R -
||__@ = New X Totals
=Hsave Y Spelling MovieSearchSubform
- Rflrffh % Delete ~ B More MovielD - | Maovie Rating - Genre -
‘ Records e 2 24 Jump Street (2011) R Action
3 50/50 (20411) R Comedy

Now, What Do You See? The movies ) )
listed in the Subform match the R Rating 6 About Schmidt (2002) R Satire
on the Master Form. Keep going... a8 Absolute Power (1997) R Thriller
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Automate the Process

Users would not be happy if they had to click
on Refresh each time they select something
from the Rating Combo. Fortunately, all
Access Objects can be programmed (some
assembly required). You can add a little bit of
Code to make the Subform Refresh
automatically. These are called Events.

4. Try it: Find the Event Properties
Go to Home ->Views->View->Form Design.
The Form Design Tools should be available.

Select the Rating Combo.
Go to Property Sheet->Event.

What Do You See? There are several
options for what happens when a User clicks.
The Events can occur On Click on On Double
(Dbl) Click. Events can also be programmed
to run Before or After a Control is Updated.

What Makes Sense? In this example, the
Subform should Refresh After Update (not
before!) Keep going...

Home ->Views->View->Form Design

A~ T SRRy oy ey SO §Faonthrvvdes 1) Doisbore [kt cevs 3907 - 0TS Wcoore Access WIS = = - bt

=] 3 o Moo - e A1 |

3 pim ) As Qem™ - 00 (=1 o

. . B omematime e | Shaet | Order T Convot Foems Macsws 16 Vs |

.u:\. 4 — ) : R Prperty et 4
‘,* - ' Pt Vanter _ Patnglomeo -

- MJ‘.m h the Movies [ Property Sheet

m ‘Du. = Selection type: Combo Box

- RatingCombo E

 u £ Data | Event | Other | Al

5\ On Click | o]
- Before Update

: I After Update

On Dirty

— e QAN On Change

= On Mot in List

& Form Footes

-
MBS 66 TUNTIEN TR NN Wl (508181 4 L0
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On Got Focus
On Lost Focus
On Dbl Click
On Mouse Down
On Mouse Up
On Mouse Move
On Key Down
On Key Up

On Key Press

On Enter

On Exit

On Undo

3.2. Apply Form Design options: View the Property Sheet




Form Design Tools->Design->Tools->Property Sheet

uary

% o Wl Detabase 007 - 8
Mot Ceate  DtenaDets  Cutsnase Tesh Cesgn | Amvange  Pormat =@
TChreate an Event S e e === e - =
ere are three ways to program an Event: — il — ] > Wl Ag = 1@ o ™M o e ssonaelll e 3 Ve Cote
Macro Builder, Expression Builder, and Code ... ... — e . O e e e 5
Builder, which is Visual Basic for A8 cces Otyects | I —
Applications. i} e I P e | -
g:“" Sebmh lheidowes ] [ ] I :‘:l"" et omelote
This first example will be a simple Macro with | & ... Soet Untae -
one line of Code: Refresh. D mame Yoirel]  Fewne o] |
- - i T onfom
5. Try it: Create a Event - (] ARSI, o
The MovieSearch Form is in Design View B imatait vt ||k —
and the Rating Combo is selected. e !
';-—‘m.‘,, *
Go to Property Sheet->Event. i : '
Click on After Update. o — fljoeve B E}q:lresmon Builder
Click on the 3-Dot Builder. o 2 A Code Buider
. - :
EBefore Update
After Update | |I[£]

You will be prompted to choose a builder:
Select: Macro Builder. | @ rom roctm

Keep going...

Exam 77-885: Microsoft Access 2010
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3.2. Apply Form Design options: Create an Event
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&y 1
1 ' Hame Orign =@
I;Ieesllo, Mighty Macros! — a9 Es il
, you may have heard programmers speak K ot A =
about Macros. Macros can record the steps g I i b~ e el 6
that a User does again and again and Y2 - Ot
automate the process. * =
-~ 9 B Conmet.
6. Try it: Add an Action e — '
Go to the blank Action (the green plus sign) P —

Select an Action: Refresh.

Try This, Too: Save the Macro
Go to Macro Tools->Design->Save.

And Do This: Close the Macro Builder
Go to Macro Tools->Design->Close->Close.

Keep going...

Macro Tools->Design

® 3 Dets Ertry Cpermtors
%3 Datampsntupot
=3 Dstavese Ctpes

® 3 MR Querptewn

¥ L4 Meco Commandy
%3 Sntem Command:
503 Use terace Commandy
* L Wedew Mansgrmant

|=__E_| rvlm'ieSear-:h‘ ;j MovieSearch : RatingCombo : After I.Ipdite‘

= || v
Quithccess B
Redao
RefreshRecord

RemoveAllTempYars
RemoveFiltersort
RemoveTemp\ar
RepaintObject
Requery
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Back at the Ranch

7. Try it: Review the Properties
The MovieSearch Form is in Design View
and the Rating Combo is selected.

Go to Property Sheet->Event.
What Do You See? There is a After

Update Event for the Rating Combo.
Itis an Embedded Macro.

Now, does it work? Keep going...!

Form Design Tools->Design->Tools->Property Sheet

E Wome Ot Ditemat Dt CutinsseTooh  Deign | Aneage o - @
—— g G Coton » Ao - ~4 -g
A Cobon = ———— =
-w-‘ . Clronts ot 'phl Aa =] | Q OA e " o e m;"" ',,,J —8 2 v Cooe
. - d X T Gt ant time .

Viewy Thamey

b

AJ Accers Otpects
Saaron.
by,
T e untomen

7

s 0

g8 8
8

d
5 B
o 3

é\aﬁx’xk‘ng

1 Mwetesnn

[ @ Porm Hesser

Header | Fovter Teah

- . T a| WeSeatpe Combo bou

Ratnglsmec -

s

On Oacx

L_D—“ Sc[urch the Movicai ]

Watrg -

Betore Update

Rmbrosed Voore] (gle

Tests | Thaeet | Onder 75 Comwert Ferm s Masisas 1 Visul Baik 7
Property Sheet x
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Property Sheet
Selection type: Combo Box

|RatingCnmbn |E||
Format| Data | Event |Other | Al

On Click
Eefore Update
After Update
On Dirty

On Change
On Mot in List
On Got Focus
On Lost Focus
On Dbl Click

[Embedded Macro]|

[ [one]
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Form Design Tools->Design->Views->View
(-}

Test the Macro R

=
4
3

B A 2l dentng G Setection - o) = New ot B CaReplct G-l - IZ S R
Before You Begin: Change the View *E e L ,5 14 ooeeneny PJasmncrs - s, s 2 e 'ﬁ sttt PP A_: e
Go to Form Design Tools->Design->Views. . .. G wn e e sl L 8
Select a View: Form View. A4 Access Ctyests - 3
— 2 Search the Movies
Ritus 8
8. Try it: Test the Event ~pry f G 0|
Select a Rating: G 0 wasowsowsn e o
T mdareg MovelD - uove -m‘-hoj“- -
What Do You See? Did the Form work? Did | & e | it -
the MovieSeachSubform automatically ; N — —
Refresh the Records and display the movies | ., .| =5/ MovieSearch
that match the Rating Combo? P - .
e Search the Movies
Made You Smile: It's fun when it works. :3: Y
.:..?' Rating G -
0 s
MovieSearchSubform
MovielD - | Movie - | Rating -| Genre -
- |241 Mirror Crack'd, The (1980) G Family
247 Mulan (1998) G Family
Form View |
 |248 Muppet Christmas Carol, The (1992) G Family
249 Muppet Treasure Island (1996) G Family
256 Nineteen Eighty-Four (1984) G Drama
261 Of Mice and Men (1992) G Drama
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What If It Doesn't Work?

Everything is fun and the sky is blue when the
programming works. What if it doesn't work?
What steps should you take to troubleshoot the
Form and Subform?

uary

1. Try This: Open the Form in Design View
Open a Form: MovieSearch.
Go to Home ->Views->View->Form Design

Try This, Too: Review the Form Properties
Go to Property Sheet: All.

Record Source: tbIMovieSearch.
Default View: Single Form.

Do your Form Properties match this one?

Keep going...

Home ->Views->View->Form Design

m g9 ” . 0 - )
- Mime  Coeste  BtemaDsts  SutibsseTosh | Ceugn | Awesge  Pomat =@
== A Econ - A, Hioge = 12
) ‘;‘J : L3 |B] Ag (=] Q ™ "'j l:] =, j o e m[‘] = T.} & Voew Cote
o A * mmage- Owematme O o] crder T Coot Ferm s Mas te v
Vi Themey 2 77777;:1‘77777 e SN e 77:.‘0‘ "'L JRZES AN I 1o
A Acces Otpects IB Momvetean Progerty Sheet
— wile ' ' : ' ) . ' 0 D o a] Se@oetpe fom
Tabbes PR T Fom =
T mecustomens S('{Il’t’h the Movics ] I ] | fomd | Octs | trost | Ct0n, 4
T mettpve @ Detes - - Recond Sounte [ 1 &
I wassnrseno Qufen
ey | F: Pep p N
I wdmeg 2 Ratrg - (YR e
- - Detaus com Snge Form
Ao P oem -
Abow Deluihert Ven )
. Al Poveltabie Vew L
A Pt (PA Ve "
Abow LayTut View ()
Petire pe temtesces
- - Property Sheet X
Selection type: Form
Form |E|
|meat| Data | Event | Other | All

Record Source tblMovieSearch [ [=e] =
Caption |:|
Pop Up Mo

Modal Mo

Default View single Form

Allow Form View Yes

Allow Datasheet View Yes

Allow PivotTable View Yes

Allow PivotChart View Yes

Allow Layout View Yes

Picture Type Embedded
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Form Design Tools->Design->Tools->Property Sheet
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T e ¥ tedes Ve Gboe e 107 - SRR roso Kcicat W < -
ReVieW the Combo BOX ! Wome | Ceste | DiemuiDuts  CobmeTosk | Ocugn | Amsage  Pormet = = — =@
There are several places to look when you = ;LJ :‘: L2 B0 Ag ==l 1@ o (T e qum.;; ;} 2 o oo
troubleshoot the Combo Box. el e —— : | . N e R Ey 2
AR Access Obyects . w [3 e s m: —
What Works, What Doesn't: - P " raraten :
Can you see the Rating data? L Sefarch the Movies | [ | | tomalom [ o,
Can you select a Rating from the list? S0 ?:; Sowre e
Does the Subform display the movies that D mames Yoral]  Jone |5 oo —
match the Rating in the Combo Box? gy H Piltdhag fatten
9 s | i e e | R
2. Try it: Review the Combo Box Properties 2 : pamen_____________
Select the Combo Box. == :
Go to Go to Property Sheet: All. B x
Selection type: Combo Box
Control Source: Rating RatingCombo E|
Column Count: 2
Column Widths: 0":1" |Fulmat| Data | Event I Dther| All |
. . . Mame RatingCombo -
Where Column 1 (hidden) is RatingID. Contral Source Rating 3
and Column 2 is Rating. Format
Decimal Places Auto
Do your Control Properties match this one? Visible Yes
Datasheet Caption
Keep going... Column Count 2
Column Widths 01"
Column Heads Ma
List Rows 16
List Width 11
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@ Form Design Tools->Design->Tools->Property Sheet
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B ok S N g e 3 Ctabee i o0 i L R - - e
Review the Subform Links M o MastmSmeerien ] oow i e - e P ||
The previous pages looked at the Form ”J’: L 0 Aa =l (T Q[ (T o o ,,,ﬂ,‘,,m;o 2 v o
and Subform Properties. We also e st . ' g e e 3
reviewed the Properties for the Combo | 12 coms o ] EL, Browiion 2
BOX. 'T#- = I Porm Hanter ' . : . - ' . d == RbaviGpiubfons -
E 5&+ll’¢'!ll!lt‘ il«rim'id.'b | | | | :""" Oath | bt °'"""I ;' -
Even if both Forms are designed = | # oot e - ¥ .
correctly, nothing will happen if the Form @ Rating seledti . Subform/Sub it
and Subform are not linked. There hasto | %™, T 2 T S
be a relationship between the Master and | # s et - MovieSearchsubform E|
Child. S _
r ) e |Fnrmat| Data | Event I Other | All
3. Try it: Review the Master and Child |57 11 =L iy Name MovieSearchsubform | »
The MovieSearch Form is open in Design | = - : 2 i Visible Yas Ml
View. The Property Sheet is available. | 3 ot . o Source Object MovieSearch5Subform
‘L;*'“ —— z Link Master Fields Rating
Select the Subform. There should be a B Adi oy oo 1 Link Child Fields Rating
yellow border around the Subform. i Width 7.8958"
Height 4
Go to Property Sheet: All. | i Top 0.7917"
ot : - | Left 01667
Link Master Field: Rating. e Earder Style solid
Link Child Field: Rating. —————— Border Width Hairline
Border Color Background 1, Darker 35°

Match, Match, Match. The Combo Box
stores (Saves) the Rating as Text.
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Review the Refresh Code
If everything is programmed correctly but
the Subform will not update automatically,

uary

then you need to review the Macro. [rpry—
AL
Ty
Juii QR IETS

4. Try it: Review the Macro o
The MovieSearch Form is open in Design | = o

View. The Property Sheet is available. T mbae

heriiry

e
Select the Rating Combo. 5
Go to Property Sheet: Event. S
There should be an Embedded Macro on e
the After Update Event. o —
Try This, Too: View the Macro Code. EJ m’m .....
Click on Embedded Macro. By
Click on the 3-Dot Builder. B e

What Do You See? The Rating Combo:
AfterUpdate Macro should open.
There is one Command: Refresh.

Does your Macro look like this one?

Click Close.

BAECH F R0 TP P IS Tk G 10 i et

Form Design Tools->Design->Tools->Property Sheet

Hiere - (| 2
e 4= - e IR TR e M | :gh "
Wi | A An 1 Q. Jd |_| _fw:rﬂ___ a.m::ufﬂnm Of::l E::MQ:--un-:-w'«wr\-n 4
e, “eadrr Poslm Tidi
N Peoperty fheet ®
= . 0 1 . 4 =| MinBeabme Cembs e
| o pprm Fepd Ftrglanto =i
e ﬂ.‘!l-ll“.'iﬂ{u\'ii.‘s | I | | temmal | Oala | Frt Ot | 42
# Drtad - - On Ok
S Property Sheet X
| Selection type: Combo Box
o5 |
e ' | RatingCombo |Z|
Format | Data | Event |Other | Al
Loy
" On Click
e Before Update
After Update [Embedded Macra] [ ]|
On Dirty
On Change
On Mot in List

T i-ai-:-n-:-_:.-:-s.n:r.TE MovieSearch : RatingCombo : After I.Ipdite‘

RunMenuCommand
Command Refresh

o | Add Mew Action

[=]
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Form Design Tools->Design->Controls->Image

uary

Finishing the Form ) . . 5 Pl -
Functionality, first...then Formatting. If the = ,;_J":: i BBl Aa =1 Q0| ™ (T Q o e m;ﬁ,‘,;;,:, & Vo Cooe
Movie Search Form works, then finish the R e = e i T e B e e

Form with the following options. M accrs et

toomet| Owte | toert [ Omer.
name sepccmen

Before You Begin: The MovieSearch Form is
open in Design View.

Comtand Source
e L]
Ao g s
L pepcemd

Try it: Add an Image to the Header
Go to Form Design Tools->Design-
>Controls.

Click on Image.

Browse to the Documents Folder.

Select an image: popcorn1.gif

Try This, Too: Format the Header
Select a Fill Color: White.

Do This, Now: Save the Form.
Go to File->Save.

Allllimost done...
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What Does the Form Look Like?
Try This: View the Movie Search Form

Go to Form Design Tools->Design->Views.
Select a View: Form View.

uary

The purpose of this Form is to filter the movie list
by Rating. There are many Movies in the
database that have the same Rating.

Microsoft Access represents a one-to-many
relationship (one Rating, many Movies) with a
Form and Subform.

The key to making the Forms and Controls work
is reviewing the Properties.
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Form Design Tools->Design->Views->View

Etemut Dats  Outatane Took

j A rn Astendeg 0 Seection + - ew I ﬁ‘-w »
'w_ 3.0 .lnmma-u Al M%-Ju- 7»-~ 'n“ - Gate - s
. J Forme ; 1 Toppe e X Dvene . - 2
e Ostend Sen d Fer ) L i ':‘W Yot Posmativeg A =
A8 Access Cojests «
":; 2 Search the Movies =
T0 mecuntome
I wasewe
T matonesons
T meaeg
Queries
P ctemeriomerant [
P Cutemer Aaetd MovelD - Movee « Rawng - Gerre -
P 15 Age of Inrocence (1993) Romarce
- o 2 Alsn and Naomi (1992) Orams
P e —
Fowa —E
= -
T vowe -
2 Search the Movies
e T

PG| -
MovieSearchSubform
MovielD ~ | Movie Rating
15 Age of Innocence (1993) PG
20 Alan and Naomi (1992) PG



- Conate Feteons Data Sutanane Yook
= \_1 oo+ |
View v-n_.u Al oty «
Summary 20 i
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We began by reviewing the Properties for A Access Ctyects -
both Forms: the Record Source, Default View =

and Controls. Both Forms have a Rating
Control, which is Text.

The Subform was added to the Form as a
Control. The Forms were Linked, Master and
Child, by a common Field: Rating.

We added an AfterUpdate Event to make the
Forms Refresh automatically when a User

selects a Rating from the Combo Box. - | Property Sheet
= Selection type: Combo Box
We used the Properties to troubleshoot the -
Form as well. | RatingCombo |E”
Allez, Allez in Free. Time to go home. 4 |Fm"m| Data l Event l mhﬂl Al I—
You done good. Go get two cookies. Mame RatingCombo -
| s Control Source Rating D
( wu-udm-«-nuu.:n—um Fﬂ”:nat
s &dn Decimal Places Auto
Visible Yes
Datasheet Caption
Column Count 2
Column Widths 0=1"
Column Heads Mo
List Rows 16
List Width 17
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Practice Activities

Lesson 4: Form and Subform Design, part 2
Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on.
Or, you may download BBL Int ver4.accdb.

uary

2. Open the Form Product Search and go to Design View.
3. Add a Subform to the Detail section.

Use the command: Form Design Tools->Design->Controls-> Subform/Subreport.

4. Select the ProductSearchSubform when prompted.
5. Select the option “Define my Own” for linking Master and Child Forms.

Choose the Form Field: Type and the Subform Field: Type

6. Name the Subform: Product Search Subform

7. Finish the Wizard. Go to Form View and test the Form. Do you see the Subform?

8. Go to Design View. Select the Type Combo Box and open the Property Sheet.

9. Edit the Event: After Update. Use the Macro Builder.

10. In the Macro Builder, add the Action: Refresh. Save the Macro and close the Builder.

11. Go to Form View & test the Form. Change the Type and check that the Subform refreshes.

12. Add the image Brown Bag Logo to the Header.
13. Save the Form. Save and close the database.
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Test Yourself

1. Which of the following is true about creating a
Form and Subform?

(Give all correct answers.)

A. The Master Form must be opened first before
adding a Subform to it.

B. A Parent Form is the same as a Master Form
C. A Child Form is the same as a Subform

Tip: Intermediate Access, page 96

2. What is the command for creating a Subform
on a Master Form?

A. Form Design Tools -> Controls-> Subform/
Subreport

B. Form Controls-> Add Subform

C. Form Design Tools-> Tools-> Subform
Control

Tip: Intermediate Access, page 96
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3. Which of the following is true about selecting
fields that link the Master and SubForms?
(Give all correct answers.)

A. You can pick the fields from a list

B. You can define your own fields

C. You must make sure that the fields match
Tip: Intermediate Access, page 98

4. By default, a Subform updates automatically
when the criteria in the combo box.

A. True

B. False

Tip: Intermediate Access, page 102

5. Which of the following are ways to program an
Event? (Give all correct answers.)

A. Macro Builder

B. Event Builder

C. Expression Builder

D. Code Builder

Tip: Intermediate Access, page 104




' Access 2010: Representing One-to-Many

%) Forms and Subform Design, part 3
Synchronized Combo Boxes

Intermediate Access Objectives | e NS

In this lesson, you will learn how to: .
Search the Movies

Th,.ee

=
4
3

1. Create a Select Query to filter the
Records in the Subform.

2. Use the Expression Builder to write the
criteria that looks up the data on a Form
and synchronizes the two Combo Boxes.

3. Use the Combo Wizard to add a Drop 4
Down Control based on the Select Query.

Rating |PG = Genre  |Family

4. Add an Event Procedure in Visual
Basic to Refresh the Records in the
Subform when the Combo Box is

MovieSearchsubform

changed. Movie = | Rating - Genre -
Harry Potter and the Chamber of Secrets (2002) PG Family
Harry Potter and the Goblet of Fire (2005) PG Family
Harry Potter and the Prisoner of Azkaban (2004) PG Family
Harry Potter and the Sorcerer's Stone (2001) PG Family
Holes (2003) PG Family
©2012 Comma Productions, LLC How to Train your Dragon (2010) PG Family
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Lesson 5 : Synchronized Combo Boxes

E Form Design Tools->Design Ribbon
1' Readings |L@ Logo :_Da IE _,' Subform in Mew Window
Read Lesson 5 in the Intermediate Access — D:I= |
guide, page 117-150. Title ) view Code
i Add Existing |Property| Tab ~ i )
Proiect EDate and Time Order %g_;ICnnvert Form's Macros to Visual Basic
rojec
A Select Query that synchronizes two Header / Footer Tools
Combo Boxes and filters the Subform.
Downloads Query Design Tools ->Design Ribbon
EECﬁRfWngeO |gkt)5-aCCdb _LE “salnsert Rows g Insert Columns 2 F ﬁ:‘ Property Sh eet]
nt vero.acc =
| = Delete Rows | ' Delete Columns 7 . Table Mames
. Show | . Totals Parameters

2. Practice Table = Builder A Return: Al -
Do the Practice Activity on page 151. 1J iJ Query Setup iJ Show/Hide

3. Assessment Menu Maps

Review the Test questions on page 152. From the Form Design Tools->Design Ribbon
1. Design->Tools->Property Sheet, page 124
2. Design->Tools->Add Existing Fields, page 125
6. Design->Controls->Combo Box, page 137
7. Design->Tools->Property Sheet->Link Master Fields,
page143

From the Query Design Tools ->Design Ribbon
3. Design->Query Set Up->Show Table, page 128
4. Design->Show/Hide->Totals, page 131

5. Design->Query Setup->Builder, page 133
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r @ Synchronlzed Combo Boxes

Say someone wanted to lookup only PG13 rated movies. The Rating Combo Box that we
programmed filters the MovieSearchSubform and displays all of the PG13 movies. You can add a
second Combo Box that only shows the Genres for PG13 Movies. The Genre Combo would look up
the Rating, PG13, and display all of the comedies that have a PG13 Rating. The two Combo Boxes
are said to be synchronized because the first Combo Box sets the criteria for the second. This

lesson creates the Genre Combo Box and programs it to look up the Rating on the Movie Search
Form.

Microsoft Access 2010: Example of a Form with two, synchronized Combo Boxes
D

Search the Movies

Rating |PG E Genre  |Family B
MovieSearchSubform
Movie ~ | Rating - Genre -
Harry Potter and the Chamber of Secrets (2002) & Family
Harry Potter and the Goblet of Fire (2005) e Family
Harry Potter and the Prisoner of Azkaban (2004) & Family
Harry Potter and the Sorcerer's Stone (2001) 5 Family
Holes (2003) & Family
How to Train your Dragon {2010) e Family
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What Are the Objectives?

The Movie Search Form and Subform have a
Rating Control, which is Text. This lesson will
add the Genre Control. First, we will confirm
that both Forms have the same Field. Then,
we'll use a Query to look up the Rating and
synchronize the Rating and Genre Combo
Boxes.

Create a Genre Table
Add data to the Genre Table

Edit the Form and Subform
Add the Genre Control to the Master Form

Use the Property Sheet to Link the Forms
Confirm the Master and Child Links

Test the Movie Search Form

Automate the Form with a bit of code (a
Macro!)

Troubleshoot the Programming
Review the Form and Control Properties
Review the Master and Child Links
Review the Embedded Macro

That's the plan.
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Microsoft Access 2010: Example of a Query in Design View
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start -> All Programs ->Microsoft
Office.

Click on Microsoft Office Access 2010.
Access will prompt you to open a database.
This lesson uses the database that was
programmed in the previous lesson. You can
continue with the same database if you wish.

The FrontRowVideo Int5.accdb database has:
Four Tables: tbICustomers, tbIMovies,
tbIMovieSearch and tbIRating.

Five Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ,
MovieSQ, and MovieSearchSQ.

Four Forms: Customers, Movies, MovieSearch
and MovieSearchSubform.

Two Reports: Movies by Year, Customer Name.
Keep going...

Memo to Self: Click Enable Content if you see
the Security Warning.
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Start -> All Programs ->Microsoft Office-> Microsoft Office Access 2010
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Create the Genre Table

In the beginning of this book we created a
Rating Table to add Rating data to the
Movie Table. In this lesson, we will create
the Genre Table and use it to filter data in
the Movie Table.

uary

1. Try it: Create a New Table

The Database is open.

Go to Create ->Tables->Table Design.
Enter a Field Name: GenrelD.

Data Type: AutoNumber.

GenrelD is still selected.
Go to Table Tools->Design->Tools.
Click on Primary Key.

Enter a Field Name: Genre.
Data Type: Text.

Do This, Now: Save the Table
Go to File->Save.

Enter a Table Name: thiIGenre
Click OK.

So far, so good. Keep going...

Create ->Tables->Table Design
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Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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Home->Views->View->Datasheet View

e

Add Data to the New Table
Before You Begin: Change the View e sy
Go to Home->Views->View. Tl vty S
Select a View: Datasheet View.

i

Coeste  Betewsi Dats  Cutatsse Yook Fuldy
’ ; r 2l aeentng O Setection - y - New E ot

5
&L .
. Ll Desienang PJaovences -
.

»»»»»

Al Acceys Copcts
GereelD - Geree = Cick to Acd

e »

Tabbes 8 1 Actior
2 Comedy

2. Try it: Enter the Data o
Add the following Genres:
Action

Comedy

Disaster

Documentary

Drama

Family

Horror

Musical

Mystery

Rock Musical

Romance

Science Fiction

Thriller

Western

What Did You See? The GenrelD is an
AutoNumber. It incremented
automatically.

Good. Close tblGenre. Keep going...

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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A Action
2 Comedy
3 Disaster
4 Documentary
5 Drama
6 Family
7 Horror
8 Musical
9 Mystery
10 Rock Musical
11 Romance
12 Satire
13 Science Fiction
14 Thriller
15 Western
(New)



Edit the MovieSearch Form

Let's review the MovieSearch Form
Properties. Do we have what we need to add
a Combo Box that looks up the Genre?
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1. Try it: Open the MovieSearchForm

Go to All Access Objects->Forms.

Open a Form: MovieSearch.

Go to Home ->Views->View->Design View.
The Form Design Tools should be available.

Try This, Too: Review the Form Properties
Go to Form Design Tools->Design->Tools.
Click on Property Sheet.

ZA

=

Add Existing |Property
Fields

What Do You See? The Form is selected.
The Record Source is: tbIMovieSearch.

Keep going...

Form Design Tools->Design->Tools->Property Sheet
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Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View the Property Sheet
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Review the Field List

This movie search Form uses
tbIMovieSearch. What Fields are available in
that Table?

2
4
3

2. Try This: Review the Field List
Go to Form Design Tools->Design->Tools.
Click on Add Existing Fields.

Add Existing | Property
Fields Sheet

What Do You See? The Field List should
open on the right side of the database. This
list shows all of the Fields in the Record
Source: tbIMovieSearch.

Yes, there is a Field for Genre. Keep going...

Memo to Self: Tables and Forms cannot be
opened in Design View at the same time:
they are mutually exclusive. If you want to
see the MovieSearch Form design, close the
MovieSearch Table. If you want to review the
Table, close the Form.

Form Design Tools->Design->Tools->Add Existing Fields
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Field List
Er" Show all tables

Fields available for this view:

MovieSearchID
Rating
‘ Genre

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add Existing Fields
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@ Form Design Tools->Design->Tools->Add Existing Fields
r
Add an Existing FiEId % l-“‘ '-.u‘» Futens Data Satsnrie Yoot Cevgn Avenge Format — = e - 0
: What happens if you drag an Existing Fieldto ;—}'f: Lo BB) As =l Y@ (910 o) am w,ﬂ_,,,‘,;, o & e cree
the a Form? Let's try it. ) et — : o [ WETRD, ks e KSR o e 3
A Access Obyects v - [3 O L) n}w-
3. Try it: Add an Existing Field — y s | A ottt e
Go to the Form Field List. o | QiR | Search the Movies | pra——
Drag the Genre Field to the Form, next to the | = ... | = 51 -
Rating Combo Box. B st : L__ ! | ! ! .
Qurries E | - . [
What Do You See? The Genre Control is a S it T R T
Text Box by default. Our goal is to create a D e ' ¥ - < -
Combo Box. P ¢ oum
¥ |
P« C o .
Try This, Too: Delete the Genre Control form 3

Select a Control: Genre.

e

Delete it and Save your changes.

Close the MovieSearch Form.

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.2. Apply Form Design options: Add Existing Fields
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Synchronized Combos

The Genre Combo will be based on a new
Select Query that uses three Tables. This
Query will also use the Group By option.

Our Query will look up the Rating that the
User selected on the Movie Form with the
Rating Combo Box. We will create this code
with the Expression Builder.

Before You Begin: Close all of the Tables,
Forms or Queries.

1. Try it: Create a Select Query
Go to Create ->Queries-> Query Design.

What Do You See? A blank query will open.

The Show Table window will prompt you to
choose a Table or Query.
Select a Table: tbIMovies. Click Add.

Select a second Table: tbIRating. Click Add.

Select a third Table: tblGenre. Click Add.
Click Close.

Keep going...

Create->Queries->Query Design
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Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.2. Manage source tables and relationships: Use the Show Table Command
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@ Query Design Tools ->Design
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1" i —
Join the Tables i s e T
When you join Tables you create a relationship .~ ° :E by :;,;;, !,1 :;, Ornmn ; f, ,_f,' "
between one table and another. The join is R - T L e B e
created by matching Fields with the same Data A3 Accrss Oty R e
Type: Text with Text, or Numbers with Numbers. == - v P

o . - ¥ Mowetd ¥ Ratng

In this example, we will join tbIMovies to the o — : 1"
Genre and the Rating. B e P =

Queries 1 - .
2. Try it: Join the Tables P Cotrmarnmiminnia tblMovies tblRating
Select a Field from tbIMovies: Rating. - * *
Drag that Field to the Rating Field in tbIRating. ® % MovielD # RatinglD

—— - Movie Rating

What Do You See? The Join is represented by K Year f
a black line from Rating in tbIMovies to Rating in | 5 .. : Rating
tbIRating. e I = Genre

:"_“ - 'E stars
Try This, Too: Join the Tables 8 cots —
Select a Field from tbIMovies: Genre. R = -
Drag that Field to the Genre Field in tbiGenre. thlGenre
What Do You See, Now? There should be s W GenrelD
another Join from Genre in tbIMovies to Genre in s ‘ Genre
tblGenre.
Keep going...

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.2. Manage source tables and relationships: Create Ad Hoc Relations
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Add Fields to the Query

3. Try it: Add Fields to the Query
Double click to add the following Fields:
From tblGenre: Genre.

From tblRating: Rating.

From tbIMovies: Movie.

=
4
3

Sort the Genre: Ascending.

Do This, Too: Save the Query
Go to File->Save.
Enter the Query Name: RatingSearchSQ.

RatingSearch because we are looking for
the Rating that was selected on the
Search Form. SQ because this is a Select
Query.

Click OK. Keep going.

Query Design Tools ->Design
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Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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[: Run the Query

: 3. Try it: Run the Query

Go to Query Tools ->Design->Results->Run.
What Do You See? How many records do you
see? There are 401 movies in tbIMovies. This
is a many-to-many relationship. Many movies

have a PG13 Rating. Many comedies are
PG13.

What Else Do You See? The
RatingSearchSQ Query also returned many
movies that did not have a Rating.

What Do You Think? The purpose of this
Select Query is to create a little list of Genres
in a Combo Box. Right now, this Combo Box
would show lots of repeats: many G, PG,
PG13, R's on the drop down list.

In the following pages we will combine the
Ratings with Totals so that the Combo Box will
show only one G, one PG, etc on the drop
down list. We will also filter out movies that
don't have a Rating. So, let's keep going...

Query Design Tools ->Design->Results->Run
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Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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Group By Totals

This option will combine the repeated Ratings.

uary

Before You Begin: Return to Design View.
Go to Home->Views->View->Design View.

Still Before You Begin: Edit the Query
Delete the Movie Field.

There will be only two fields: Genre and Rating.

5. Try it: Edit the Select Query
Go to Query Tools ->Design->Show/Hide.
Click on Totals.

What Do You See? When you click on Totals
the Query grid will show the Total Row.
The default is Group By.

Try This, Too: Add Criteria

Type the Rating Criteria: Is Not Null.
Type the Genre Criteria: Is Not Null.

This will return the movies that do have (Is Not
Null) have a Rating or Genre in tbIMovies.

Keep going...

Query Tools ->Design->Show/Hide->Totals
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— Table: |tblGenre tblRating
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Show: [
Criteria: |Is Mot Mull Is Mot Mull
or:

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Use Group By
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[: Run the Query, Again

: 6. Try it: Run the Query

Go to Query Tools ->Design->Results->Run.
What Do You See? How many records do you
see? Now, there are 37 Records, not 401.
Each Genre has Ratings. There are no
duplicates.

Try This, Too: Return to Design View.
Go to Home->Views->View->Design View.

Keep going..

Query Design Tools ->Design->Results->Run
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', sistomtaQ Orama G

[ TS Oeama sG1)

P rngtenong Dearma 2G14

[ pe— : Drama PGS £
Farmity G "3 RatingSearchS0

A v x:rr.t. o B

_’i"’"" Ferniy *612 Genre - | Rating - §

Vowe'ae * 'l prm Morror M
gy~ Action| PG13
W Sm—— ~ T Action PG14

Somance L) -
fomerce R Action R
Romance G |
somance #G13 C[}med? G
Somence " —
(R O CDmEdf NR
Ransy 1
Comedy PG
Comedy PE13
Comedy R
Documentary G
Documentary PG13
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E T
Th,:: Query Design Tools ->Design->Query Setup->Builder
Link the Query to the Form 1 M o AR e T Bl 5 S ‘"
: A Query can look up a Field on a Form and Bl | e wml_ % @mven e U R ,_f,,' 5 e somer
use that data to select records that match. i I M M R e A e g 7
AL Access Copects - 4 ?‘Mm
We'll use the Expression Builder to select the | ue—" Basoves g
Rating on the MovieSearchForm and add it to i S Frnad 1 tamee
the Rating Criteria in RatingSearchSQ. —J— - | /]
T mtovesencn V- —
7. Try it: Find the Expression Builder —hmen \
RatingSearchSQ is open in Design View. ;" " |
Go to the Rating Field. - -
Delete the Criteria: Is Not Null.
Right-click the Criteria. ;
Select an Option: Build. = : ; B
Keep going... g ‘ |
?:; . ahe Pk | Ganae o % Totals
Tabde | oeCaree LoF.N "
- — e “Q — Table Mames
| - | X Bepene
- % Cut
LI B  Copy
E3 Copy 1
Field: | Genre Ra B Paste
Table: |thlGenre thl &, Build...
Total | Group By o
Sort: | Ascending & Zoom..
Show: i
Criteria: |Is Not Null | & Properties..
ar.

Exam 77-885: Microsoft Access 2010
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Hello, Expression Builder

8. Try it: Review the Expression Builder

At the top of the Expression Builder is the box
where the code will be written.

The Expression Builder also has three columns:

Expression Elements
Expression Categories
Expression Values.

What Do You See? Look in the Expression
Elements. RatingSearchSQ is selected.

There are two Expression Categories: Rating
and Genre. These are the two Fields in the
RatingSearchSQ Query.

Keep going...
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Query Design Tools ->Design->Query Setup->Builder

Wa-ee

- Create Ftens Data Catanae Vooti

@ M- Thesun

View  Bun Selet | Make Append Updete Croastsd Delete
. Tatbe

I QO —

B el B o
st E:q:m.sam Builder

aee e —
|

B vowe

Do a0 Dprosson © use n S Gy SO
Erampies of excresmors rdude [Sed )« Meidi] ond Meddl] < Y

Oregn

i: ! Cﬂ TJ! ’! f! rj )k! QD Unwon w et fown | imiot Colument

— @ Oeetetows W Deiete Conmen
o

Enter an Expression to use in the guery criteria:
F o (Examples of expressions indude [field1] + [field2] and [field1] < 5)

b | “k'vi',l %

=
|

Boponts

Expression Elements
R Focd FatingSearchS0)
@ Functions

oo “g Constants
Operators

Exam 77-885: Microsoft Access 2010
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4.3. Manipulate fields: Use the Expression Builder

Expression Categories

B (1] FrontRowVideo Int4.accdb

Genre

<Parameters=

Expression




Tak.

Threq Query Design Tools ->Design->Query Setup->Builder

Use the Expression Builder
9. Try it: Select an Expression Category

=
4
3

Go to the Expression Elements. e P ] e f cremor e e < kel ] < 9 | 9 =
Double Click the database: FrontRow\Video Intd.acch. |« s .. EXpression B“""‘; x
Double Click: Forms. = I ; B ]
Double Glick- All Forms. ';-'-" Enter an Expression to us? in the guery criteria:
Select a Form: MovieSearch = weer | (Examples of expressions indude [field1] + [field2] and [field1] < 5)

3 Forms! [MovieSearch]! [RatingCombo]
What Do You See? The Expression Categories list all :_:"“'
of the Fields that are available on the MovieSearch B cunme
Form including the Popcorn Logo. 2 ‘

e
Try This, Too: Select an Expression Category ; ‘
Double Click: RatingCombo. forme R e .

B Cutomn CAPTTSSIUN CISImeris CXPITSSIun Laucygornics

Do | [ 1 Rati OB
Now, What Do You See? The Expression Builder will “ % :ah:gsearmsq Zﬁ&,’;‘ﬁsb
write the qualified name: gy Tunclions Auto_Header0
Forms![MovieSearch]![RatingCombo] — 9@ FrontRowVideo Int4.accdb PopcornLogo

E Table.s Rag Label
Where Forms is the Access Object, _ﬂ — 'Subform Label
[MovieSearch] is the name of the Form, -1 Forms MovieSearchSubform
[RatingCombo] is the name of the Control. Egj Loaded Forms FormHeader 8
B{E f“ Forms Detail BEwm ¢
Click OK to close the Expression Builder and return to EE—' ER——— FormFooter
the RatingSearchSQ Query. -z5] Movies
Keep go|ng E MovieSearch
..[25] MovieSearchSubform
{8l Reports

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Use the Expression Builder
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B
rh::: Query Design Tools ->Design
[: Review the Expression e e e .
: The Expression in the Rating Criteria ] E ;’3 :,_w_ol;l_ :!, O ) Pocacsom | F ooe conmm ..z. _f’m v
looks up the RatingCombo on the gy - Gl M | M e Satin
MovieSearch Form. This is the Select fesps———mceccls
Query we will use for the Genre Combo e 2 ‘ | [eeay .
Box. oo Y | o
B | e ‘._/-
Do This: Save and Close the Query D masoveseucn Q “,‘? ‘ 3
Go to File->Save. . ' ‘ \' ’
Close the Query. B Cutomemmeiranes ‘ s ‘
—froveeer -
Go on to the next step in the P oectennsa -hj iy A
programming: create the Combo Box.  — J B
.—m-m : o v
e ~ .
. 2 Sleeping B
~ ol S ——————— : F <> :
| B sesennsaainn oo - ! B aut g e
o Y e '
B wower oy v c:':: e .vo-m»-'-wm;mnwc-ul
Field: | Genre Rating
Table: |tblGenre tblRating
Total | Group By Group By
Sort: | Ascending
Show:
Criteria: |Is Mot Mull [Fcurms]![Mcﬁ.rieSearch]![RatingCnmhnﬂ
arn

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Use the Expression Builder
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@ Form Design Tools->Design->Controls->Combo Box

e wn wa:

Avenge  Format &

uary

Create the Genre Combo R A — T
The following pages will walk through the Combao_ Ji“: L B0 Ag ==l Y@ (o ™7 - o m'.:L.;; o oo
Wizard and review the choices. B i | (i || " s ) com e e 1
Al Access Objests . ‘[3—-:- m:'- TG
Before You Begin: Open a Form — = [ ' ‘ ———— ‘ .
Go to All Access Objects. st D & T e ! ' =
Go to Home->Views-View->Design View. D masoasemen - '
:_:' This wizard creates a combo box, which displays a list of values you
1. Try it: Create a Combo Box Control i psmationdhons :3r|1 ::h;mse from. How do you want your combeo box to getits
Go to Form Design Tools->Design->Controls. . ... .. valuEs:
Click once on Combo Box. =
Then click on the Detail section of the ; soaniss | i@ I want the combo box to get the values from another table or
MovieSearch Form by the Rating Combo Box. | iew ~ iuery,
. . W Certome b
The Combo Box Wizard should begin. 3 ) Lwill typein the v that I want.
Try This, Now: Choose a Method S Bem—— ) _
Select: | want the combo box to get the values | w. () Find a f_I:Ofd on my form based on the value I selected in my
from another table or query. - fhssson i
Click Next. Keep going...
Deign veew

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add a Drop Down (Combo) Control
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Form Design Tools->Design->Controls->Combo Box

Combo Box Wizard: e o S o P e . .
ﬂb#"' - - Moo _ﬂ _‘\j _g )

Select a Query = g (A= OQEEC RS O i f D @

The Combo Box Wizard can look up the data e e <otern

from either a Table or a Query. The default Miomogn

view is Tables so you have to change it to

Queries, first.

2. Try it: Select a Query
Click on Queries.
Select a Query: RatingSearchSQ.

Click Next. Keep going...
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oron

Query: CustomerHomePhoneSQ
Query: CustomerNameSQ
Query: MoviesByYearSQ
Query: MovieSearchSQ

Qui

() Tables @ Queries

[ concel | [ <k

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add a Drop Down (Combo) Control
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Combo Box Wizard: Fields
3. Try it: Select the Fields

There are two Fields in tbiGenre:
Genre (text)

Rating (text)

=
4
3

Use the arrow to select a Field: Genre.

Click Next.

Try This, Too: Edit the Sorting
Select a Field to Sort: Genre.

Click Next, again. Keep going...

Form Design Tools->Design->Controls->Combo Box

| o Ctemu Duts  Outsdase Toah  Cevgn | Aveage  Format
— N Moo - o = B
| [o] S i BB Aa =l Q0| ™ (T e M [Ch=8 5
Vi Teomen (4] funts + - - T 0ote st me "‘",:‘ et .;:;. T5 Comvert Form s Mot 16 Visnsat |
Viewn Themey C pmlopn
AJ Accers Copcts -
Saron » ' O ' ' " ’
YT 5 2 . GemoeC .
« v “ i —
sy -
e Combo Box Wizard
T mdtovetoancn ¥ -
I osneg

Which fields of RatingSearch5Q contain the values you want

induded in your combo box? The fields you select become columns
in your combo box,

Available Fields:

Selected Fields:

Rating

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.2. Apply Form Design options: Add a Drop Down (Combo) Control
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r
Th::: Form Design Tools->Design->Controls->Combo Box

Combo Box Wizard: #Name? g e TS TEUS SO e RS — —— b

4. Try it: Preview the Drop Down List = »-\‘-]:': e B Ag =l JQ [0 ™) - o oo m:L-;i; ,:} & vem cone

This step in the Combo Box Wizard showsa ... .. e : el MM v 4
preview of the data as it would appear in the | s s s R — Posyten

drop down list. In the example on this page, - R R R o [ .

the preview shows only #Name?. D meutomm ¥ o T ] tomat| [ome s

#Name? means Access cannot find the data.
The RatingSearchSQ looks up the data in the
MovieSearch Form. That form has to be in R
Design View while we working on the Rating -
Combo. The data will be available when the
Form is in Form View.

r : - -
T weceree
= p—— Combo Box _
o “Seaen -
2

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

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

Click Next. Keep going...!

As Goofy always said in the cartoons:
"Somthin wrong here?"

Cancel ] [ < Back ][ Mext = ] [ FEinish

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add a Drop Down (Combo) Control
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Form Design Tools->Design->Controls->Combo Box

Combo Box Wizard: e e e 3 — y
) ] S PN T T YT I o |- |
Save the Genre Data = - P A= O Q (W0 T e S
5. Try it: Store That Value R Comean 5
Store that value in this field: Genre. Ao . —— AN \dateun e Conte b
Click Next. o — . l'”t':*- —— — :

Do This, Too: Enter the Label
Type the Label: Genre.

Click Finish.
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T wecierwe

-
0 wdows Combo Box Wizard

[ |

Microsoft Access can store the selected value from your combo box
in your database, or remember the value so you can use it later to

perform a task. When you select a value in your comba box, what
do you want Microsoft Access to do?

() Remember the value for later use.
@ Store that value in this field:  |Genre (=]

Cancel ] [ < Barck ][ Mext >

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.2. Apply Form Design options: Add a Drop Down (Combo) Control



Form Design Tools->Design->Tools->Property Sheet

O

uary

Review the Properties el Cowate Batem Data  Sutidace Toaks Cengn ~ Aveage  Format — — I
6. Try it: Review the Properties — N\Ji“: W BB Ag =l (Y@ (O M [T Y e m',;fj,,,o.;,;;, ,:} & e cooe
Select the Genre Combo Box. i SRS ‘:,“,"‘,." e i/ 6
Go to Form Design Tools->Design->Tools. |« o BRI % B e
Click on Property Sheet. = ’ el o -
;J N— M. Search the \j‘n\il'x [ :"‘ Dete | twere 1"’"";":”“
Try This, Too: Edit the Properties —_— ﬁi ontwsouce s
Enter the Name: GenreCombo N o - —— ~
= e o
What Do You See? The Properties include: B - o — . Comn e -
Control Source: Genre : . . ; EEEREEEEE T
Column Count: 1 P u —
Column Width: 1" 4 Property Sheet %
z__ Selection type: Combo Box
That should work. This is a good time to S GenreCombo (=]
save. B s
S - \Format| Data | Event | Other | All
Do This_, Now: Save Your Programming B Name GenreComba)] o
Go to File->Save. LI Control Source Genre |:|
|| |Format
Decimal Places Auto
|| Visible Yes
Desgn viem Datasheet Caption
Column Count 1
Column Widths 1"
Column Heads Mo
List Rows 16
1"
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@ Form Design Tools->Design->Tools->Property Sheet
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- o — -y
Link the Form and Subform et il - T
The MovieSearch Form is already linked to the = “}3‘;: L3 ] Aa = (Y@ (9™ [T e m—!_‘lw;; =2 & om o

Subform by Rating. Now, we need to link the s |23 R L e e e L 1
Forms by Genre as well. Here are the steps. A3 Access Oty or | 3 smmbemen N S e e S S T T e e

& Jetentpe Sublerm Luberpod

o ,—i ' ' : . ) . " 0 ' .
|
{

1. Try it: Select the Subform e R Search the Movies | mlanlanlom = |
Select the Subform. There should be a yellow ——— % i R
border around it and the Property Sheet should D wane . ! ot Ot P P——
indicate that a Subform/Subreport is selected. :_; o T ‘ e -

P o ‘ fatrg =] fire | Geree 2 - g
Try This, Too: Review the Subform Properties | - . $rnisseachsiats . : . —_— s e :?‘;'_,.; "
The Subform Properties include: P : [ & cune E—
Name: MovieSearchSubform O - ‘ e LenpEi el =

Link Master: Rating. N . | Selection type: Subform/Subreport

»i~r—

. iyl . 3
Link Child: Rating. . T | Moviesearchsubform =]
e Y
Click on Rating. The 3-dot Builder should be | * * [Format| Data [ Event [other| a1 |
available, now. :" Mame MovieSearchSubform -
(' Visible Yes (il

Click on the 3-dot Builder. Keep going... Source Object MavieSearchsubfarm

Link Master Fields Rating =
Link Child Fields Rating
Width 7.8958"
Y, &t 2 Height 4
2eDin — Top 0.7917"
- s Bn‘"ll -] Left 0.1667"

—

(|\l — Barder Style Solid

JERELIA o Border Width Hairline

Exam 77-885: Microsoft Access 2010
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2. Try it: Add Another Field

What Do You See? The Form and Subform

are linked by two text Fields:
Rating matches Rating
Genre matches Genre

Click OK. Keep going...
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Use the Subform Field Linker

Select another Master Field: Genre
Select another Child Field: Genre

Form Design Tools->Design->Tools->Property Sheet

ComaiOots  DotsnoreTosls | Oeupn | Avange  Format
1 e - RA | 3 B settem o hew wndow
N = 1 ™=
¢ b Ag == < j = | 1 e | SR ) view cote
- JQET0E: ‘ R . 8 Coes fors s v 2

P -
- oy
.

e
Beauty | deast

o SPECIAL Eprrioy —

Child Fields:
|F‘.aﬁng EI |F'.ating El
|Ger1re El |Gn.=-_r1rn.=-_ E'
| [=]| =

Result: Show MovieSearchsQ for each record in thiMovieSearch using Rating,
Genre

Master Fields:

Exam 77-885: Microsoft Access 2010

3. Building Forms
3.2. Apply Form Design options: Use the Property Sheet to Link the Subform
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E r
Th:’e Form Design Tools->Design->Tools->Property Sheet
Master and Child Links TR T — e
:1 3. Try it: Review the Links = B [N A= Q@M a0 =] e
The MovieSearchSubform is still selected. o e e IR . oo e et 3
Review the Properties: Srapen, e

o Jetentpe Sublormlubupet
MonrienNitsm -

Link Master Fields: Rating;Genre

Link Child Fields: Rating;Genre tommet] O | ot [Omer 24
Name Mowrienvbs -
. . ::Wﬂ LMP*M
There are two Fields that Link the Master and | | ! ! ey ——
the Child Form. - 2
fre | Gerve B ': S
Keep going... Property Sheet %
Selection type: Subform/Subreport
| MovieSearchSubform IE”
|Fulmat| Data | Event | Other | All |
Mame Movie5earch5subform -
Visible Yes
Source Object MoviesearchSubform
Link Master Fields Rating;Genre E]
Link Child Fields Rating;Genre
Width 7.3958"
Height 4"
Top 07917
Left 01667
Border Style Solid
Border Width Hairline
Border Color Background 1, Darker 35°

Exam 77-885: Microsoft Access 2010

2. Building Tables
2.1.1. Create tables in Design View
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Add an After Update Event

You can also use the Property Sheet to add

an After Update Event to automatically
Refresh the records in the Subform when a
User selects a Genre from the Combo Box.

The Rating Combo has an Embedded Macro
as an After Update Event. The Genre Combo
will have an Event Procedure in Visual Basic.

This example will be a simple introduction to

the programming behind Microsoft Access.
We will explore Microsoft Visual Basic for
Applications (VBA) more in the next lesson.

4. Try it: Add an After Update Event
Select the Genre Combo Box Control.
Go to Property Sheet->Event.

Click on After Update.

Select: Event Procedure.

Click on the 3-Dot Builder.

Keep going, please.

Form Design Tools->Design->Tools->Property Sheet

arch the Movies

CRRUR 1‘)41? SRS RE
5 8

oY
1

Ei{d,l

£ ¥

et verw

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View Code
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Property Sheet
Selection type: Combo Box

GenreCombo E

Data

Event | Other | Al

On Click

Before Update
After Update
Cin Dirty

On Change

On Mot in List
On Got Focus
On Lost Focus
Cn Dbl Click
On Mouse Down
On Mouse Up
On Mouse Move

[Event Procedure]
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701(0
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Hello, Microsoft Visual Basic!
Clicking on the 3-Dot Builder should open a new
program: Microsoft Visual Basic for Applications.
VBA is a programming language.

5. Try it: Review the Code

The Visual Basic editor lists the objects on the left
side and the code on the right in the big pane.
Form_MovieSearch is selected.

There is an AfterUpdate Event for the
GenreCombo.

The code begins with: Private Sub,
where Sub means Subroutine.

The code ends with: End Sub.

Keep going...

Visual Basic for Applications

G'U""“u
=a

T Cremne Lternal Suts

= ME A= Q

Databare o | Desgn

Hi 3

L3

Opticn Compare Database
Quervirs. Privace Sub GeareCombo Afterlpdate ()
. - —
.’
B Mo G
F vevesg
P regieraq
Torma
e ol
B Mo |
T vovetencn
B vovesenn = —
Reports GenreCombo + AfterUpdate
B Cumomer Na|
B g Option Compare Database
Private Sub GenreCombo AfterlUpdate()

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View Code
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Edit the Code B e A ——
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I [ i N e = il == [ —!ﬁ ] tatorrm N W

The command to Refresh the Records is ) il 32 PP T N o [ LS e J;ﬂ...gw = Jy
the same in Visual Basic as it is in the i e i [oumsmat e SRS et et o e s 6
Macro that we added to the Rating | r—— -
Combo. 2 i b

g;‘:‘;‘" B B [0 Yew just Pubg B Dok Adide s e
6. Try it: Edit the Code B e - Iy N N I - o TR

1 - FrontRomaliades Vel £ —

Type: Refresh T temsesetiaen :

T emsng = Opfunn Compare DatsBase

. . Rpurien T Frivace Sub GeareCombo Rfzerlpdste i)

Do This, Now: Save the Programming  Seoerme J Batrers
Go to File->Save. R

- QETERSET
That's it. Now you are a *real* -
programmer. o

A e
Close the VBA Window. You should : S

return to your Mighty Access database. ] GenreCombo +  AfterUpdate

Keep going... 5 Option Compare Database

Private Sub GenreCombo AfterUpdate()
| REefre=sh
End Sub

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View Code
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Test the Form

Well, does it work? The only way you will
know is to enter data into the Form as any
User would: in Form View.

=
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Before You Begin: Change the View
Go to Form Design Tools->View.
Select a View: Form View.

7. Try it: Test the Form

Select a Rating: PG13
Select a Genre: Comedy.

What Do You See? The two Combo
Boxes filter the movie list.

What Else Do You See? The movies in
the Subform automatically update
whenever a Rating or Genre is selected.

Well done!
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Form Design Tools->Views->View->Form View

Frtesnsd Diata et Tenh

__r § ] astrgnsy ' fouctin - Th wkwem Lo 'ﬁ & Replicy

oatry T Advanoid = o - -

= i o a Fatrrs ez ? Frd ot
§itemevt ion F Tege e | am. Drietg = 5 uger

ol b Pl

||' B S U A

LU P Ted Fpmmalt

M hsorns Gty | =T

ﬂa T

it Seien = i ol |

A et

e

2 Rating [PG13 = Genre  |Comedy v

MovieSearchSubform

. Movie - | Rating - Genre -
About a Boy (2002) PG13 Comedy
Cocoon (1985) PG13 Comedy
Corpse Bride (2006) PG13 Comedy
Divine Secrets of the Ya-Ya Sisterhood (2002) PG13 Comedy
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Cool Combo Boxes

This lesson created a Genre
Combo Box that looks up the
Rating on the MovieSearch Form.
The two Combo Boxes are
synchronized because the first )]
one sets the criteria for the second.
We also added a little bit of code to Rating PG13 - Genre  |Comedy M
Refresh the movies in the Subform
automatically after the Rating or

=
4
3

MoviesSearchsubform

Genre change. Movie ~ | Rating - Genre -
Well, I'd say you done good. For About a Boy (2002) PG13 Comedy
this one, you can get the whole row Cocoon (1985) PG13 Comedy
of cookies if you wish. :
Corpse Bride (2006) PG13 Comedy
Divine Secrets of the Ya-Ya Sisterhood (2002) PG13 Comedy

Field: | Genre Rating
Table: [tblGenre tbIRating
Total: | Group By Group By
Sort: | Ascending
Shows
Criteria: |Is Mot Mull [Fnrms]![Mm‘ieSearch]![RatingCnmbn]|
or:
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Practice Activities

Lesson 5: Form and Subform Design, part 3
Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on.
Or, you may download BBL Int ver5.accdb.

2. Create a new Table. Add the following fields and data types:
SpecialtylD, AutoNumber

Specialty, Text

Make SpecialtylD the Primary Key.

3. Save the Table as tbISpecialty.

4. Go to Datasheet View and add the following to the Specialty column:
Gluten Free, Vegetarian, Low-Fat.

Save and close tblSpecialty.

5. Using the Query Design command, create a new Query.

Using the Show Table dialogue box, add the following Tables: tbIProducts,
tbIType, and tbiSpecialty. Close the Show Table dialogue box.

6. Join the Tables. Select field Type from tbIProducts and drag it field Type in
tbIType. Then, select the Specialty Field in tbIProducts and drag it to the
Specialty field in tblSpecialty.

7. In the QBE grid, add the following fields to the Query:

from tblSpecialty: Specialty

from tblType: Type

from tblProduct: Item

8. Sort the Specialty Field in Ascending order

9. Save the Query as TypeSearchSQ. Run the Query to test it.

Comma Training Page 151

10. Return to Design View. Delete the Field: Item
11. Use the Show/Hide Totals command. Keep the setting “Group By”
12. Add the Criteria “Is Not Null” for the Specialty Field.

13. In the Criteria for the Type Field, right click and select Build. Select the
current Database, the Form: Product Search, and the Control: Type Combo.
Double Click the TypeCombo to add it to the Expression.

Save and close the Query.

14. Open the Product Search Form in Design View. Add a new Combo Box
in the Detail section of the Form.

15. In the Combo Box Wizard, choose to get the values from TypeSearchSQ.
Add the available Field: Specialty. Sort by Specialty in Ascending order.

16. Store the value in the Specialty Field.

17. Add the Label Specialty and Finish the Wizard.

16. Review the Property Sheet and rename the Combo Box as
SpecialtyCombo. Save the Form.

17. Select the Subform. In the Property Sheet, edit the option for Link Master
Field. Add a second field: Specialty to link.

18. Select the Specialty Combo Box. Add an event: After Update. Select an
Event Procedure, then use the 3-Dot Builder to edit the Event.

19. Using the Visual Basic editor, add the code Refresh. Save and close the
Macro.

20. Return to Form View and test the form. Change the Type to Snacks.
Select an option in the Specialty box. Change the Type to Sandwich and
select Gluten Free. What do you see?

21. Save the database.
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Test Yourself

1. You can have a Table and a Form both
open in Design View at the same time.

A. True

B. False

Tip: Intermediate Access, page 125

2. A Query can use more than one Table
for Data.

A. True

B. False

Tip: Intermediate Access, page 127

3. Which of the following is true?

(Give all correct answers.)

A. Joining Tables creates a relationship
between them

B. Joining Tables is done by matching
fields on different Tables that have the
same data type

Tip: Intermediate Access, page 128

Comma Training Page 152

4. Which of the following are columns in
the Expression Builder?

(Give all correct answers.)

A. Expression Elements

B. Expression Categories

C. Expression Values

Tip: Intermediate Access, page 134

5. A Form and Subform can be linked by
two Fields.

A. True

B. False

Tip: Intermediate Access, page 145
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Intermediate Access Objectives
In this lesson, you will learn how to:

1. Create a Blank Form and edit it in Design View to
include a Logo, Background Image and Text Box.

2. Use the Command Button Wizard to create a
Embedded Macro that opens another Form.

3. Edit the Embedded Macro and test the code.
4. Apply Quick Styles to the Controls in a Form
5. Convert the Macros to Visual Basic.

© 2012 Comma Productions, LLC

Comma Training Page 153

Access 2010: Designing for Users

Meet the Stars

]

o1 Otgpecty

;E‘é-nz:

5 8
L
-

u;\aﬁae.wfuuuuu
s
3

iniaagaui

 Detail




=
4

Lesson 6 : Meet the Stars

1. Readings
Read Lesson 6 in the Beginning Access
guide, page 153-186.

Project
Create a switchboard: an Unbound Form

with Command Buttons that open Forms.

Downloads
FrontRowVideo Int6.accdb
popcorn1.qif, popcorn2.gif,

popcorn3.gif,
popcorn4.qif, movies1.qif.

BBL Int ver6.accdb
BB Customers L 0go.ipg
Brown Bag Logo.jpg

Lunch1.qif, Lunch2.qif, Lunch3.qif,
Lunch4.qif

2. Practice
Do the Practice Activity on page 187.

3. Assessment
Review the Test questions on page 188.
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Form Design Tools->Design Ribbon

o BB [0 Aa e (@ (8=
lJ iJ Controls

':”B ' Subform in Mew Window
IZIB .;ﬁl View Code

Add Existing |Property| Tab -
,%Date and Time Fields Order %Cnnvert Form's Macros to Visual Basic =~ %

Header,-'Fnc:teriJ iJ Tools iJ I '-,ﬁ
Menu Maps

Views Themes

Form Design Tools->Design Ribbon

4 |

¥ Title

From the Form Design Tools->Design Ribbon » -

1. Form Design Tools ->Design->Controls->Textbox, page 159 : L

2. Form Design Tools ->Design->Header Footer->Logo, page 160 J
L

3. Form Design Tools ->Design->Controls->Button, page 163

4. Form Design Tools ->Design->Tools->Property Sheet, page 169

5. Form Design Tools ->Design->Tools->Convert Form's Macros to Visual Basic, page
181

From the Form Design Tools->Format Ribbon

1. Form Design Tools ->Format ->Font, page 161

2. Form Design Tools ->Format ->Background Image, page 162

3. Form Design Tools ->Format->Control Formatting->Quick Styles, page 170

- (]

Insert

e Image ~



r @ "Pay No Attention to the Man Behind the Curtain!”

A commercial database never reveals the Form, Table, and Query designs. That would be like
putting on a play and letting the audience see the backstage scaffolding, ropes and ladders. It
simply isn't done. Allowing Users to edit the data directly in a Table is also a security risk.

Good databases open with an option menu, or switchboard. Some menus are simple: a list of
tasks. Others use the option menu to help the users navigate. In this lesson, we will create a
switchboard and learn some simple programming. In the next lesson, we will hide the database
window and program what the User sees when the database opens.

Example of a Switchboard Form in Microsoft Office Access 2010

Front Row Video

Friday, July 06, 2012

Movies

Customers

Comma Training Page 155
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What Are the Objectives?

A Switchboard is a Form with Command
Buttons. This Form does not need a Table or
a Record Source because it is not editing any
data. So, it is considered Unbound. The
Switchboard is simply a menu or map of what
is in the database.

A Command Button is a Shape that responds
to an Event. One example is the On Click
Event. When a User clicks a button a Form or
Report will open.

Create an Unbound Form
Add Labels and Logos

Add Command Buttons
To open two Forms: Movies, Customers.
To open one Report: Movies by Year

Add Buttons to Return to the Switchboard
From the Movies and Customers Form.

That's the scope of this lesson.
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Example of a Switchboard Form in Microsoft Office Access 2010

Vi Cupheed

A Acoess Otgects

sniaaauuiwaaaﬁ@.

Today is

h

Friday, July 06, 2012

Movies by Year
e

Customers

Quit App
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start -> All Programs ->Microsoft Office.
Click on Microsoft Office Access 2010.

Access will prompt you to open a database.
This lesson uses the database that was
programmed in the previous lesson. You can
continue with the same database if you wish.

The FrontRowVideo Int6.accdb database has:
Five Tables: tbICustomers, tbiGenre, tbIMovies,
tbIMovieSearch and tbIRating.

Six Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ, MovieSQ,,
MovieSearchSQ and RatingSearchSQ.

Four Forms: Customers, Movies, MovieSearch
and MovieSearchSubform.

Two Reports: Movies by Year, Customer Name.
Keep going...

Memo to Self: Click Enable Content if you see
the Security Warning.
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Start -> All Programs ->Microsoft Office-> Microsoft Office Access 2010
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2 s | —J tbicustomers
:m : E tblGenre
s EH  thiMovies

B3 tbiMovieSearch
L ' B2 tbiRating

b3
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@ CustomerHomePhone5()

@ CustomerMame5Q)
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Create->Forms->Blank Form

SR 1 d
Create a New’ Blank Form oL ."-'h'd -':'mllr Fulesnal D Stair Tegh Gring Avmage  Bormal - = - = i
The Switchboard Form does not save any hjjﬂ:: i B Aa = (1@ (o™ Bl 0 0E e ;l am mf:jm =
data, so it does not have a Table or Query ... ... S e e R et 1
for the Record Source. 3 Acowis Gty " [?-H‘MML* g
= ] B deeaae
1. Try This: Create a New, Blank Form g T
Go to Create->Forms->Blank Form S
o [ = FERNLIIVR A
What Do You See? A new, blank Form i
should open in Form View.
M st Byt
Try This, Too: Change the View I e —
Go to Home->Views. e “Ei—
Select a View: Design View. P ' e | 2 | 5 |
= JT— [l _
Keep going... e J| € petan
Erprty
8 cericmar e
B oo by e

Exam 77-885: Microsoft Access 2010

3. Building Forms
3.1. Create forms: Create a Blank Form
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o,,:' Form Design Tools ->Design->Controls->Textbox
r -
SW|tChboard: Add a Textbox — L-.]..h V‘jvd' Futeons Data Sutataie Yook Coign Arwnge Format = -.-] - .g - °
: 2. Try it: Add a Textbox = e |85 As = () Q (¢ [™) =2 - e o 52 6 e
Go to Form Design Tools ->Design->Controls. . .. — i -y el | 2
Select a Control: Textbox. 44 access Ctpets o E T T
Click on the Form Detail. e o ‘ ’ S == .
0 eeCutoners formet | Dots | Brart | Ot
T wecierwe Hame T
What Do You See? There should be a new, p—— o :”.
unbound Textbox on the Form. D watseasenr R T e ! i —— -
I eee et #comat P Tent
Quesies . ey A
Try This, Too: Edit the Textbox Properties i voud) r
Select the Textbox. o . - ot
Go to Form Design Tools ->Design. P » foc Comr Beagendt
Go to Tools->Property Sheet. I L =
— Property Sheet x
Edit the Textbox Properties: ~ Selection type: Text Box
Name: Today il Today E|
Control Source: =Now() el | |
\lj\(/)':jThati:i'l'_ong Date : |Fnrma.t| Data | Event | D’ther| All
" - Z Mame Today -
Edit the Label Properties: Control Source =How( L4
Select the Label. Format Long Date
Edit the Caption: Today is D.E'.c'mal Places Auto
Visible Yes
K . Text Format Plain Text
€ep going... Datasheet Caption
Show Date Picker For dates
Width 3
Height 0.2396"

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Add a Textbox
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Switchboard: Add a Logo
3. Try it: Add a Logo

Go to Form Design Tools ->Design.
Go to Header Footer->Logo.

You will be prompted to Browse for an image.
Go to the Documents folder.
Select an image: movies1.gif

What Do You See? There should be a new logo
image in the Form Header.

Try This, Too: Edit the Textbox Properties
Select the movie image.

Edit the Image Properties:
Name: FrontRowLogo

Size Mode: Zoom

Picture Alignment: Center
Width: 1.5"

Height: 1"

Top: 0"

Left: O"

Keep going...

Form Design Tools ->Design->Header Footer->Logo

A e
- Some e DMemuDits CotboseTosh | Cenpn | Amsage  Fermet - @
p— A T = Miree ™ e Bt |
= \'9 i« L ;lh‘ Aﬂ - " Q < “"\ l_‘] o |» :] o e nu-‘-j-/q h“;; —';3 & Vew Cote
. "  mmager TLOMemETme  hen || Sheet | Onder 5 Convet Feows Mass b 3
A Acoess Obests . = 53 [ Frigan, et
— 2 s - s a Selecion type: Image
Tabdes ™ FromeR swi e
B mitems | | tomat| Guta | tret [ Other | 4
joss U '1 y fama Poomed swiogd
e i | o —
00 was ] ! Pature e Need
T e Aatue Moveil
Queries Property Sheet b
k- ; .
D e Selection type: Image
2 e
B sy FrontRowlLogo |Z| .
b JET -
2"__ |Furmat| Data | Event IDther| All o
s -
N i MName FrontRowlLogo F
T vovete Control Source B .
‘n.-".lsmle Yes .
W e Picture Type Shared
. M Picture Moviesl
Picture Tiling Mo
Size Mode Zoom
Picture Alignment Center
Width 1.5° -
Hercomu 5 U«
Height 1"
|| Top -
o

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Add a Logo
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4. Try it: Add a Label
Go to Form Design Tools ->Design->Controls.

Select a Control: Label. e -« |3 .... =

¥
v

Click on the Form Header.

Tabdes @ Porm Wesder

Switchboard: Add a Label s

Form Design Tools ->Design->Tools->Property Sheet

Fuaiin Gothe Bosk £ M Eix

BJU A

&2 EmN
e P pemattng
X Progeny Duwt
2] Selection type: Labet

Lasew

Type: Front Row Vide

What Do You See? There should be a new

| @ Detas

f.; HEEE

.,4':-

Label on the Form Header.

Try This, Too: Edit the Label Properties
The Label is still selected.

Go to Form Design Tools ->Design->Tools.
Click on Property Sheet and edit the following:
Name: Banner

Caption: Front Row Video

Width: 3.5"

Height: 0.6667"

Top: 0.125"

Left: 1.5"

Font Size: 36

S S S e e A T Y

e

What Else Do You See? You can format the — s
Label Font color, size and alignment with the
Format Ribbon or the Property Sheet if you wish.

Keep going...

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Format a Label
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Q'Front Row Viideo
| ]

Property Sheet
Selection type: Label

Banner

} ‘ Formal | Gwls | bvest | Other A

4

o

|Fc|rmat| Data | Event I Dther| All |

Mame
Caption
Visible
Width
Height

Top

Left

Back Style
Back Color
Border Style
Border Width
Border Color
Special Effect
Font Mame
Font Size

Banner

Front Row Video
Yes

3.5

0.6667"

0.125"

1.5

Transparent
Background 1
Transparent
Hairline

Text 1, Lighter 50%
Flat

Franklin Gothic Book |

36| =

&




E 7.
Form Design Tools ->Format ->Background Image
E ﬁ'a o [ ¥ 765 Dohere ke BT T W e W~ - .
Apply Backgr0und Image -u-l Covate men‘ :“""““. Copn ‘I...-.. b ormat
: 5. Try it: Apply Background Image f::_ i '
Go to Form Design Tools ->Format. —_—
Click on Background Image. A3 access Obyects .
0N, r
You will be prompted to Browse for an image. i o .
Go to the Documents folder. -
Select an image: movies1.gif = ——
Click OK. ——
P cone
What Do You See? There should be a picture of : .
movies in the background of the Form Detail. P
¥
P rngien

Do This, Now: Save the Form

Go to File->Save. —f
Enter the name: Switchboard. . T

B serennsunton
So far, so good. § o

[~ Q-

Ceingn vew

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.4. Apply Form Format options: Apply Background Image
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Add a Command Button

A Command Button does an action: something
opens, calculates or prints when you click the
button. Our first button will open the Movies
Form.

1. Try it: Add a Command Button

Go to Form Design Tools ->Design->Controls.

Select a Control: Button.
Click on the Form Detail.

What Do You See? The Command Button
Wizard should begin.

Keep going..., the show's just gettin' good.

MAKE YOUR
OWN MOVIE!!

Waich Barer Kpaiws 57 Down Wk o Beng” |

Form Design Tools ->Design->Controls->Button

L Ikl '
o Coeste Bt Doms  Dutanase Tool Cengn | A ¥ ormat

. ) = Aieon
e BB Ag =l Y@ o ™| "'Nj i T

. ...:.' X, Oote 0t e

Viewn Theme) Header / Footer
Al Access Ctyests -

oA L
Tables »

|

Ase tustng

q _"g !
| K O view Cote
Froperty Lo

Tann

Propenty Sheet

Pakds | St Onger ) Comvent Pasw s Matres & 1

e ) Tehedion tipe: Command Button

o
T matovatosnin
a

ey

T otemermiomironeig
T Ctemeniumesy

P et

B smowriennsq

P vowey

e ST
Foww

Whet scton 4o you et W happen when e button 8
rewed!

Dfferant actions we sumladie S aach Category

G0 To Last Recrd

GO To st Record

G To Prevos Recore

B Cetemen

B o

T vowrtene

T vowrlimsatiom
Reparts 2
[ -

W Anoes by rew

s | L3 |00 A (=] () @)

Caontrols

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Create Navigation Forms
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The Categories include:
Record Navigation
Record Operations
Form Operations
Report Operations
Application
Miscellaneous

Each Category has several Actions. 3 o
- TR PR
2. Try it: Program the Action o

Select a Category: Form Operations

Select an Action: Open Form

Click Next. Keep going...
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Vs Taeme 4] gy -
Virm Thamey

A3 kooris Clagects
.

Ty

Cenbph

E >

o::" Form Design Tools ->Design->Controls->Button
E oA

Command Button: Action e el e = g [
: A Command Button can do many Actions. J e~ [FIRRD A =l (Y Q[0 (7 i 4

T wlimtemm
Juii L

Jai [ SEEES
T ot Sradin
T by

pressed?

Categories:

e ru;:q Shert

_u! 1
£ Verw Cide

Dldﬂ' ﬂm'—rlﬁl 104 B Wriml Buos

What action do you want to happen when the button is

Different actions are available for each category.

Actions:

Record Navigation
F‘.emrd Dperatiuns

F‘.Epurt Dperatnns
Application

Miscellaneous

Apply Form Filter
Clase Form

:Open Form

Print @ Form

Print Current Form
Refresh Form Data

Mext = I | Finish

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Create Navigation Forms
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o::° Form Design Tools ->Design->Controls->Button
E gn w7 A v
Command Button: Form B e e -
:’ 3. Try it: Select Which Form Should Open 1™ | i gp o @ & ™™ ) 20 0 Sl
Select a Form: Movies e “umgr [Boummsion | ingn ”FSSPY oot T Comen fomrsthn o ot 3
Click Next. Keep going... Al Access Otyects x e [t

Ccmmarm -

o — . i | remat | Guta | tvest | Other |2

T wecenve C
T matoves - e Capteon arngemart :: Puture Caption
I wassesenft

What form would you like the command button to open?

Customers

MaovieSearch
MovieSearchsubform

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.1. Create forms: Create Navigation Forms
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o::° Form Design Tools ->Design->Controls->Button
+ B e
Command Button: Record e e A B
: When you open a Form, you can show all of __-\:1::: 3 BB As =l QO™ (™) :—_] oo __,_‘]m._il 3‘} v cone
the Records, or only the one(s) that match S | g e | . TSNS cut Tl oo 4
your criteria. This Button will open the Movies | s s coe v o ] 5 v R v e
Form and show all of the records in bl 2 : - e M -
tbIMovies. D mcumomen - i : - | rermat |t | v | Other |_ 20
S —— . ) e e v o
4. Try it: Select the Records I watoeses [ - - S B e
Cick: Open he form and showall the | = =~ | Command Buton Weard (R
records. P

Do you want the button to find spedfic information to display in
the form?

Click Next. Keep going...!

For example, the button can open a form and display the data
for a spedific employee or customer.

i~ Open the form and find spedfic data to display.

i@ Open the form and show gl the records.

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Create Navigation Forms
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Command Button: Text
The Command Button Wizard gives you
the option to use Text or Pictures for the

=
4
3

2 B Ag =l Q0™

wve,
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Form Design Tools ->Design->Controls->Button

‘j " TT ‘J \q g
o Tee —t | K ) view Cote
hln - M‘llll Pogerty T
* T, Oote ant tme "‘ Shert  Onger 75 Convent Famm 1 Matres 49 Vivest Basst

Header / Footer

Tamn

W

Propenty Sheet

S T & Jeection tipe: Command Buton

R ) Themer Contsoh
Command Button. It is an interesting A3 Access Ctyects o
. . 00N »
guestlon. Many Users navigate by o :
images. D wuenm
T wecen
T matpve
For example, directions may be given in D wasesewen 3
landmarks. "Turn at the McDonalds." e

Many other Users also navigate by
names: Go to Main Street."

5. Try it: Select Text or Picture
Enter the Text: Movies

Click Next. Keep going...

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

Text:

® Picture:

|I'~'1m.ries |

|Show All Pictures

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Create Navigation Forms
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o::° Form Design Tools ->Design->Controls->Button
E (3] el - T | S N gt s o | Diaberts bt 118 07 - U0 % Mcruio Aopess R TR
Command Button: Name e g g PG R -9
: 6. Try it: Name the Button = m:: (EEHT Au il (@ (8 T (™) 2 G m'.ﬂ....:u_ o e Cote
Enter the name: OpenMoviesFrm |55 i = ek et B st M e 6
Click Finish. e e ______ .
Tables 1 - - . : . : 2 L ommaras -
What Do You See? There should be a W i e Lonts [t o |8

littte Command Button in the Detail — ] Py _m —_—_— If:‘;}f.‘.':w«

t' fth .t h F R jin QR y

Keep going. There are a few more steps. B cutesmensman|

What do you want to name the button?

A meaningful name will help you to refer to the button later.

- =r\-ﬂq.5rvl'\-:l.',
'-;H. Luskancrs |DpenaniesFrm

A inewen
T amrtaes
. [ A P

L]

| ST T

That's &ll the information the wizard needs to create your
command button, Mote: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions,

© T

CHARLIE CHAPLIN
THE GOLD RUSH

Cancel ] I < Back Mext = Einish I

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Create Navigation Forms
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[: Edit the Button Properties
: 7. Try it: Edit the Button Properties
Select the OpenMoviesFrm Button.

Edit the Command Button Properties:
Caption: Movies

Width: 2"

Height: 0.4"

Top: 0.5"

Left: 0.5"

Use Theme: Yes

Keep going, you want to see this.

Form Design Tools ->Design->Tools->Property Sheet

Erd A =y 3
_ -t forale Folrsnnd Dara Sttt Tind [ darasg LT '.7-0
e A = g bz | a4 ~ 1
| [A] Mo e = el 3 e (=
b mee e et1E0 Aa =1 (0 QL (8 5[] 450 T Bomemenae SLOPE T 5T et s 7
Wirani Themri g Hgader ! Faghr Tesbdy
A3 koo Dbty ] jﬁ Prpgrny Thaten L
preee r I . E 0 ¥ 5w bieilenbie Chmaind Builsn
Takdes ||| A P ot Drpavdl crmbbovan -
T e - - i ; I tamet | ot | twet [Omer | 28
S | & Front Row Video e —
jan QST RS : 'I Hn:lrlm !:::ﬂln
o g | # Detad T E* I
Charibe WY i = Mo 'l-:--"‘I ::
e — it . e
i |:-:u-::"' Movies gt e -
- JEr— Property Sheet X
g . = Selection type: Command Button
I;_=.¢.-.. OpenboviesFrm |Z|
e .
e | Format | Data | Event | Other [ AN |
e Caption Movies -
Picture Caption Arrangement Mo Picture Caption |:|
Visible Yes
Picture Type Embedded
Picture [nonej
i Width 2"
Height 04"
Top 0.5"
Left 0.5"
Back Style Mormal
Transparent Mo
Use Theme Yes

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Create Navigation Forms
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Form Design Tools ->Format->Control Formatting->Quick Styles
E N A : :
Apply a QUICk Style F v I o r Eiteonst Data ‘ Sotsnsse Toak | Design A.,..... format ‘ B—— =@
: 8. Try it: Apply a Quick Style e TR R o ..:l.. — U T 2 oueome
The Command Button is selected. et ik bttt MO A [ i T 8
Go to Form Design Tools ->Format. A s cocs e [=) =) (=) (=) (=] (=] (=]}
Go to Control Formatting->Quick Styles. T -l S ——— : o 1-
Select a Style: Intense Effect- Red, Accent 2 i ot ‘ ) fa
- Ju— e Castan
Keep going... 2 masseatoncn e
The C ter M Sez: This fi tting i :b“ -
e Computer Mama Sez: This formatting is s | 'q - ]
new to Microsoft Access 2010. It's a lot of : " - .
fun! P e e
e -
g Nt . s 20
3 e -
B vowe ’:wm:.m st |
B swctenes =
s BT - :-NA
Reports .
B Cute
B vowe

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.4. Apply Form Format options: Apply Quick Styles to Controls in a Form
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Add More Stars
9. Try it: Add A Button for the Customers

Go to Form Design Tools ->Design->Controls.

Select a Control: Button.
Click on the Form Detail.

Select a Category: Form Operation
Select an Action: Open Form

Select the Form: Customers

Choose the Records: All Records
Enter the Text: Customers

Name the Button: OpenCustomersFrm

Try This, Too: Add A Button for a Report
Select a Category: Report Operation

Select an Action: Preview Report

Select the Form: Movies by Year

Enter the Text: Movies by Year

Name the Button: OpenReportMoviesByYear

Edit the following Properties for each button:
Width: 2"

Height: 0.4

Apply a Quick Style.

You can place the buttons similar to layout in the
screenshot on this page if you wish.

Exam 77-885: Microsoft Access 2010

Form Design Tools ->Format->Control Formatting->Quick Styles
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3. Building Forms

3.4. Apply Form Format options: Apply Quick Styles to Controls in a Form
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Form Design Tools ->Design->Views->View
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TR ey
Test the Switchboard Form g‘ i e i - —— e ‘.
There is only one way to see if the buttons :j : {homrmiry Eismuncs | | tom P tang ‘,’2 o e T bt
work: open the Switchboard Form in Form L e e | e e i o ” 1
View and try it like a User. + o |3 swmrmewe

== Front Row Video

Do This, First: Save the Form Design
Go to File->Save.

1. Try This: Change the View o
Go to Form Design Tools ->Design- P e
>Views. -
Choose a View: Form View. ;

?

What Do You See? The Switchboard has the

current date in a Text Box. There are two :; —
Buttons to open the Forms. There is a third e
Button that opens a Report in Print Preview. : o
Reports
B cetomer
| T

BETTE DAVIS
OAR l VIGTORY |

Today is Friday, July 06, 2012

Movies Movies by Year
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. TS - .

== T

Customers
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[: Test the Command Buttons
: 2. Try it: Test the Command Buttons
Click on: Customers.

What Do You See? The Customers Form
should open in a new Window, to the right
of the Switchboard Form.

What Do You Think? There should be a
way to Close the Customers Form and
Return to the Switchboard when you are
done editing the Customers' Records.

There are two parts to this programming:
Open the Switchboard Form.
Close the Customers Form.

Let's begin by adding a Home Button to
open the Switchboard Form.

"We are not responsible for
the weather" -Katherine
Hepburn as Rose Sawyer

Futesnnd fiata Patatuir Tedh

;___1 i ri[.ﬁm lr fabctinn - o whow  E o j.} B D EE e
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There And Back Again

Before You Begin: Change the View
The Customers Form is open.

Go to Home->Views->View.

Choose a View: Design View.

3. Try it: Create a Home Button

Go to Form Design Tools ->Design->Controls.
Select a Control: Button.

Click on the Form Header.

Select a Category: Form Operation
Select an Action: Open Form
Select the Form: Switchboard
Enter the Text: Home

Name the Button: GoHome

Click Finish to close the Wizard.

Try This, Too: Edit the Button Properties
Width: 2"

Height: 0.4

Top: 0.125"

Left: 5"

Save your changes. Keep going...

Exam 77-885: Microsoft Access 2010

Form Design Tools ->Design->Controls
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What do you want to name the button?

A meaningful name will help you to refer to the button later.

|GOHume

That's &ll the information the wizard needs to create your
command button, Mote: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions,

Cancel ]I < Back ]| Mext =

3. Building Forms
3.1. Create forms: Create Navigation Forms
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Test the Home Button

Before You Begin: Change the View

The Customers Form is open in Design View.
Go to Form Design Tools ->Design->Views.
Choose a View: Form View.

=
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4. Try it: Test the Home Button
Click on the Home button on the Customers
Form.

What Do You See? The Switchboard will open.

What Else Do You See? There are two Forms
open. Now, we need to add the code that closes
a Form when you are done with it.

Keep going...

Rick: "Who are you really?
And what were you before?
What did you do and what
did you think? Huh?"

Form Design Tools ->Design->Views->View
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Behind the Scenes

When you used the Command Button Wizard
you created an Embedded Macro. This is a
new format for Microsoft Access 2007 and
2010. It cannot be edited by any previous
version of Access. This demonstration will
show you how to review and edit the Macro.

5. Try This: Review the Embedded Macro
Open the Customers Form in Design View.
Select the Home Button.

Go to Property Sheet->Event.
Go to the On Click Event.
Click Embedded Macro.

Do you see the three-dot builder?
Click the builder. Keep going...

Memo to Self: Why call the Switchboard
Button, "Home?" On the Internet, Home
means the first page in a website. The
concept works here in a database, too. It is a
term people use to navigate.

Form Design Tools ->Design->Views->View
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oG . ,;,: — Siae State e | 2p
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s 1 5. A Selection type: Command Button

|G::|H::|me IZ”

Format| Data | Event | Other | Al

on Click [Event Procedure] [ fmee ]

On ot Focus

On Lost Focus

On Dbl Click

On Mouse Down

On Mouse Up

On Mouse Move

On Key Down

On Key Up
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Form Design Tools ->Design->Tools->Property Sheet->Event
r — N -
Review the Macro T — -
: When you invoke the three-dot builder,a ~ * - s Cotorns Ext oo [ Rl i ol L E
new Window should open. The Macro i e e ek T Lk 6
Tools should be available as well. i S| AEEerre——m—r— e X
Tt e = 2
TormMmn el thbepd S5 Srepram Prwr
6. Try it: Review the Macro i
The Code for the GoHome Macro is open. - -
The Macro Tools are available. —
PP % 0§ Ditn Estry Opanaens
* — o g
The Macro begins with: OpenForm : = ras o
Form Name: Switchboard 53 spiemcommet
View: Form S et—
B g e Cutsbae
Keep going... =] 5..-.i-:u'n.'--:-:«.u-:1_\£ -I-.:;t-:-n'.-:—u;T :j Customers : GoHome : On (i:l;‘
OpenForm
Form Mame Switchboard
Wiew Form
Filter Mame
Where Condition
o Data Mode
Window Mode MNormal
% | [~]

Exam 77-885: Microsoft Access 2010
3. Building Forms
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Form Design Tools ->Design->Tools->Property Sheet->Event

Add to_ the Macro s G949 3 0% Wil g
Our goal is to close the Customers Form - e e v N
when we click to return Home, to the - TR e el | o by el
Switchboard. Here are the steps. e A
7. Try it: Add to the Macro A N 1
Click on the green plus sign. I s
Select an Action: CloseWindow — S
e " o

Keep going...
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CancelEvent
ClearMacroError
CloseDatabase
CollectDataViaEmail
DeleteRecord
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Edit the Code Arguments

What Do You See? A editor will open.
Each variable in the code has a place.

8. Try it: Edit the Arguments
Please select the following:
Object Type: Form

Object Name: Customers
Save: Yes

Try This, Now: Save the Macro
Go to Macro Tools->Design->Save.

Click Close. Keep going...

Memo to Self: You want to open the new

Form before you close the old one!

Macro Tools->Design->Save

1 dngm Bp - | ] 1 &
| 99199 EE DR B
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Form Hama Sl rhbsamo = ol s i
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il M ¥
‘ratmaiig
Dot R 1—
SPRTPRp— =3|—switchbaard \—'a" customers Z Customers : GoHome : On Click
5 Do

ugen gt am

e Hese | Twnleman

i OpenForm

Form Mame Switchboard
Wiew Form
Filter Name
Where Condition
Data Mode
Window Mode MNormal

Bl 4y CloseWindow
Object Type |Form
Object Mame | Customers

Save ‘Fes|

&b | Add New Action (=]
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Test the Command Button
Before You Begin: Change the View

The Customers Form is still open in Design
View.

Go to Form Design Tools ->Design->Views.
Choose a View: Form View.

9. Try it: Test the Updated Command Button

Click the Home Button on the Customers Form.

The Customers Form should close.

The Switchboard Form (Home) should be open.

What do you think, now?

Impressive.
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@ Form Design Tools ->Design->Tools->Convert Form's Macros to Visual Basic
E OR* N T TN Fasthotibes H0sne | Dotsbae Uecen 30T 1B - Wownoh e W T T
Convert the Form Macros to VBA M8 -~ o oo o o e e —— 4
: Macros are one method of programming actions -11'4 L2 BB Ag =l Y@ [0 ™ (7] 2 e '.]w 2 2 v o
in your Mighty Access database. As we saw in e R et e ey W X T 1
the previous lesson, Visual Basic for Applications | s s coee B [ s—
(VBA) is another. P e Cortoms -
Customfrs R [l
Before You Begin: Change the View ’ [ e o —
The Customers Form is open in Form View. ‘

LU nhf (SRERERERE
B L IR

| e oo,
Go to Form Design Tools ->Design->Views. - —— 1 e
Choose a View: Design View. | == Convert form macros: Smw b
1. Try it: Convert the Form's Macros to VBA o (I RIF EEEREE = [ Convert ]
Go to Form Design Tools ->Design->Tools. P u Indude macro comments

P o B
Click: Convert Form's Macros to Visual Basic. | ... Cancel
You will be prompted to select the following: 3

Add error handling to generated functions.
Include macro comments.

. e - ™
Click Convert. H | | Convert macros to Visual Basic u

Now, What Do You See? In a few seconds, a : ey
pop up will say: Conversion Finished! ;

Comvet macrat 1o Vol Bars

Conversion Finished! LWL

Click OK. Keep going...

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.2. Apply Form Design options: Convert Macros to Visual Basic
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Review the Event Procedure
When the process is done, the Embedded
Macros on this Form will be converted to
Event Procedures.

2. Try it: Find the Event Procedure
The Customer Form is open in Design
View.

The "GoHome" Button is selected.

Go to Property Sheet->Event->On Click.

What Do You See? There is an Event
Procedure that will run whenever a User
clicks on this Button.

Try This, Too: Review the Event
Procedure

Click on Event Procedure.

Click on the Three-dot Builder.

The Visual Basic for Applications Windows
should open. Curious? Keep going...

Memo to Self: The Conversion from Macro

to VBA is for this Form, only.

Form Design Tools ->Design->Tools->Convert Form's Macros to Visual Basic
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Review the VBA Code

3. Try it: Review the Code

The Code begins with: Private Sub
It must finish with: End Sub

"Sub" means subroutine.
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The first Action is: DoCmd.Open Form
Where "Switchboard" is the Form name.

The second Action is: DoCmd.Close
Where "Customers" is the Form name.

Error Trapping

The rest of the code looks for errors. If
you spell the name of the form wrong, the
subroutine should catch that mistake and
bring up a message box (MsgBox).

Error trapping is a good thing. It keeps the
computer from running around in circles if
it can't figure something out.

Please Save and Close the VBA editor.

When you return to your Access
database, Save and Close the Customer
Form.

Microsoft Visual Basic for Applications

ﬂm'\m‘l—; ppkcabanl - FiontfoaValen It - [Tam Catin Codel =
S P 4t Yew et febug Ben ook Sdddm Bindew  Heip R
BE-d & AKH D Poa o NYYW B sar .

[ P o[ < o

23 3 &

Gpllsn Compare Dalabase
o M wcwrmain (ACWEHAIN]
+ B scarisel [ACETTON)

B Dnrioven TRl 1 i

P ] i i KT e

il o= _Cuoiomery

B rorm b Saar

B Porm_temhtos

Cption Compare Database

Private Sub GoHome Click()
On Error GoTo GoHome Click Err

DoCmd . CpenForm "Switchboard™,
DoCmd.Close acForm, "Customers™

acHNormal, """, "", .,

GoHome Click Exit:
Exit Sub

GoHome Click Err:
M=z=gBox Errorf

Resume GDHDme_Click_Exit

End Sub

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View Visual Basic Code
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o,,:' Form Design Tools ->Design->Controls
E (@ - " 0 . . &) -
Add a Button to Each Form - e . — O~ B -
: 4. Try This: Finish the Switchboard Form — ‘,;A* e A= Q8 ()= G- w.‘._.,o....';,, =}
For each Button on the Switchboard Form, edit ..~ . - e, | . N s INCEPA I 4
the Event and add the code that will close the A3 accers Copets == | Stumeasns] 3 comemen e
Switchboard Form when you open another Form. | L Mo s = .
;1 i ":'-'" h Custom%rs I % .:‘:-M — m':-w‘:wu' I=
Try This, Too: Add a Button to Each Form —— i - T
. ‘ tion Compare Database
Please include the "GoHome" code to open the @ mas D oE
Switchboard Form as well as the code to close ~ = )
theFonnthatyouanacuwenﬂyon. :T” Private Sub GenreCombo AfterUpdate ()
# «wee Refresh
‘v ™
It seems like a silly exercise, but it is one your $ uq 0D Sub
Users will appreciate. = ) )
m_“ Frivate Sub GoHome Click()
Ao On Error GoTo GoHome Click Err
= —_ —
. BT
= U DoCmd . OpenForm "Switchboard™, acHNormal, "', "7, , acHormal
ZL: DoCmd.Close acForm, "MovieSearch™
=g
o -
GoHome Click Exit:
Exit Sub
Maia o fun

GoHome Click Err:
M=gBox Errors
Resume GoHome Click Exit

End Sub

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Create Navigation Forms
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One Form Design Tools ->Design->Controls

g’dq.
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A Hard Day's Night e iy e -
Its Quitting Time! Let's give the Usersaway to " "/ =" " 7 _:’l BT F o
quit. Here is a simple Button that will close your ... - b T L et g {5 N
Microsoft Access Database. A8 Access Otyects | 3 swmsaeee : e T "
5. Try it: Add an Application Button S i : : ! twna] oo [omn [ome. =
Open the Switchboard Form in Design View. i — ‘Fl’ nt Row Viideo T —— T M
Go to Form Design Tools ->Design->Controls. | @ = ; | et Gn o ona
Choose a Control: Button. —— e =
Click on the Form Detail. P - o

_; T:¢ 1

L |

- [ N
The Command Button Wizard will ask you to: | - J::.“ -
Select a Category: Application el e o l
Select an Action: Quit Application T e R
Enter the Text: Quit App S Property Sheet
Name the Button: QuitApp —pouen » Selection type: Command Button
Click Finish. : SO QuitApp B

Reports
What Do You See? There should be another - fpem— |F°,mat| Data | Event | Other[ All

Button on the Switchboard Form. You can format B H | : .

the Control to match the others if you wish. Name QuitApp
Caption Quit App
Save your programming. Change the View back \F;':i::: R — :t’s S C—
to Form View. Go ahead, try the Buttons. Cursor On Hover Default
Picture Type Embedded
Picture (none)
4 — Width 2
Height 04"
Exam 77-885: Microsoft Access 2010 I°f‘; ;
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3. Building Forms
3.1. Create forms: Create Navigation Forms
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Summary e

This lesson created a Switchboard with Prp——
Command Buttons. A Command Button is ‘;’j; ................................ £
a Shape that responds to an Event. g b

T roemcrvei

We used the Command Button Wizard to T maserasemn

add Buttons to open: e .
Two Forms: Movies, Customers. T etsasotiibrinia
One Report: Movies by Year A

[ e ]

We also added a "GoHome" Button to the | # oty
Movies and Customers Forms that Users | = "

can click to return to the Switchboard. i: Caicman

T mrigas
The next lesson continues with the R
"Opening Scene." What do the Users see :;*-"“-'
when they start up your Access [~ ——
Database? T

You done good. Go get a cookie and
come back when you are ready.

mmwen Today is Friday, July 06, 2012

Movies Movies by Year

-

Customers Quit App
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Practice Activities

Lesson 6: Meet the Stars!

Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working
on. Or, you may download BBL Int ver6.accdb.

2. Create a new Blank Form and go to Design View.

3. Add an Unbound Text Box. Use the Property Sheet to add the
Control Source: =Now()

4. Apply Medium Date and set the width to 2”

5. Edit the Text Box label to say: Today’s Date.
6. Add a Logo in the Form Header.

Use the image: Brown Bag Logo.jpg. Edit the image properties:

Name: BBLunchLogo
Width: 17

Height: 1”

Top: 0.25”

Left: 0.25”

7. Add a Label to the Form Header. Edit the following properties:
Name: Banner

Caption: Brown Bag Lunch Co.

Width: 4”

Height: .75”

Font Size: 24

8. Add a background image: Lunch1.gif
9. Save the Form as Switchboard.
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10. Add a Command Button that opens the Products Form.
Choose to show all Records.

11. Use the text Products on the Button. Name the button OpenProductsForm.

12. Edit the command button properties: Width 2” and Height 0.4”

13. Create a Command Button that opens the Customers Form.

14. Use the text Customers on the Button. Name the button OpenCustomersForm.

15. Edit the command button properties: Width 2” and Height 0.4”

16. For both the Products and Customers buttons, click on the On Click Event and
edit the Embedded Macro with the three-dot builder. For OpenProductsForm and

OpenCustomersForm close the Switchboard after the Form is opened. Don't Save.
17. Return to Form View and test each command button. Does the right Form open?
Does the Switchboard close when the other Form opens?

18. On both the Products and Customer Forms, add a Home button that opens the
Switchboard Form. Use the text Home on the Button and the name GoHome. For
both the Products and Customers buttons, click on the On Click Event and edit the
Embedded Macro with the three-dot builder to close the Switchboard after the Form

is opened. YES, Save the Form data.

19. Return to the Switchboard. Add a new Command Button that opens the Report
Products by Type.

20. Use the text Products by Type on the Button. Name the button
OpenProdbyTypeReport

21. Edit the command button properties: Width 2” and Height 0.4”
22. Add a new Command Button that uses the Quit App command.

23. Use the text Quit on the Button. Name the button QuitApp
24. Edit the command button properties: Width 2” and Height 0.4”
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Test Yourself

1. Which is true about a Switchboard?
(Give all correct answers.)

A. A menu of options

B. A Form made up of Command buttons
C. An Unbound Form

Tip: Intermediate Access, page 153, 156

2. Which is true about a Switchboard?
(Give all correct answers.)

A. A Switchboard saves data

B. A Switchboard does not save data

C. A Switchboard does not have a Table or
Query as a Record source

D. A Switchboard uses a Query only as its
Record source

Tip: Intermediate Access, page 158

3. Which are Command button Categories?
(Give all correct answers.)

A. Record Navigation

B. Form Operations

C. Report Operations

D. Miscellaneous

Tip: Intermediate Access, page 164
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4. Which is an option for opening a Form with a

Command button?
(Give all correct answers.)

A. Open the form and find specific data to display
B. Open the form and show all records

Tip: Intermediate Access, page 166

5. The Quit Application command closes just the
open database and leaves the program Access

open.
A. True
B. False

Tip: Intermediate Access, page 185

"It's not confidence, ma'am;
it's honesty"
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Intermediate Access Objectives
In this lesson, you will learn how to:

1. Set the Microsoft Access Application
options for the Current Database.

2. Display a Form when the database opens.
3. Do not display the Navigation Pane when

the database opens.

4. Use the Form Properties to remove the
Record Selectors, Navigation Buttons, Scroll
bars, Control Box, Close Button, and the Min

Max Buttons.

© 2012 Comma Productions, LLC

Comma Training Page 189

Access 2010: Designing for Users

4¢) The Opening Scene

Application Option

Application Title: Front Row Video

Application [con: Browse...

Use as Form and Report [con

Display Form: Switchboard EI

Web Display Form: | [none)
Display Status Bar
Document Window Options

e
) Overlapping Windows
@ Tabbed Documents

Display Document Tabs



Lesson 7 : The Opening Scene

E Form Design Tools->Design Ribbon
: 1. Readings Llﬂ Logo D:!ij| :_D@ (= Subform in Mew Window
Read L 7 in the Int diate A i —,
ead Lesson |_n e Intermediate Access ] Tt == :l'@ ;f_" View Code
guide, page 189-203. - +
i Add Existing |Property| Tab oo _ .
i i’, Date and Time Fields | Sheet | Order o= Convert Form’'s Macros to Visual Basic
Prolect Header / Footer Tools
Change the Start Up Options to display a :
Form when the database opens. Edit the lJ ,

Properties on the Switchboard Form.

Menu Maps

Downloads From the Backstage
FrontRowVideo Int7.accdb File->Options, page 194
BBL Int ver7.accdb File->Options->Current Database, page 195

2. Practice From the Form Design Tools->Design Ribbon
-0 ) . . 1. Form Design Tools->Design->Tools->Property Sheet, page 200
There is no Practice Activity for this lesson.

3. Assessment

Review the Test questions on page 204.
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@ The Opening Scene

Setting the Stage

Some people are afraid of databases. They don’t
want to see the database properties. They are
allergic to Queries and Tables. Just give them a
button to push and a Form to fill out so they can
get their work done.

uary

Other people are curious. They like to take things
apart: with or without learning how it all works.

You are the director: you decide what should be
seen and when it shouldn’t. You can also set the
stage and control the action. A good director leads
the audience where they are supposed to go. In
this lesson, we will look at how the database

opens.

Comma Training Page 191

"Something Wicked This Way Comes!"
Macbeth, by Shakespeare
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What Are the Objectives?

The database can display a Switchboard Form
when the program opens. The Switchboard gives
Users someplace to start. In this lesson we will:

uary

Edit the Application Options:
Display a startup Form, the Switchboard

Edit the Navigation Options:
Show or hide the Navigation Pane

Edit the Switchboard Form Properties
Remove the Windows Controls in Design View
Minimize the Ribbons in Form View

That's the plan.
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Microsoft Access 2010: Example of a Switchboard Form

Mavigatica Pare

Sutatase Took

Civate Feteonn Data

Home Create External Data
==] | [ % cut
| — =]
—— =} N
=3 Copy
View Paste Filter
- J Format Painter
Views | Clipboard 2

» |}=2] m-
==

Database Tools

i }1 Ascending Y7 Selection

2 5
4

Refresh
All~

fngescendmg ljédvanced
%> Remove Sort 7 Toggle Filter

P |

Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Minimize the Ribbon




@ Start -> All Programs ->Microsoft Office-> Microsoft Office Access 2010
E O . 1 q ; % -1
Before You Begin - T ; . e
5 Before You Begin: Open the Sample Database a comm pan. Ve = §

Go to Start -> All Programs ->Microsoft Office. iz B o
Click on Microsoft Office Access 2010. [ —— 2k e e dutats. | rable Comtent

Access will prompt you to open a database. = - ; _ . :
This lesson uses the database that was 5 T + / Security Warning Some active content has been disabled.

programmed in the previous lesson. You can

continue with the same database if you wish. - All Access Objects v«
. :,,,, |5£.::r.rch... | =

The FrontRowVideo Int7.accdb database has: 4

Five Tables: tblICustomers, tblGenre, tbIMovies, Tables %

tbIMovieSearch and tbIRating.

Six Queries: CustomerHomePhoneSQ, = toiGenre
CustomerNameSQ, MoviesByYearSQ, MovieSQ,,
MovieSearchSQ and RatingSearchSQ.

SRS EE TR At R R R

s efuues

thiMovies

Four Forms: Customers, Movies, MovieSearch

=
EH tbiMovieSearch
=

and MovieSearchSubform. tblRating

Queries -3
Two Reports: Movies by Year, Customer Name. %@ CustomerHomePhonesQ
Keep going...

Aow '@ CustomerNamesQ}

Memo to _Self: CIi_ck Enable Content if you see @ MoviesByVearsQ
the Security Warning.

'@ Maviesearchs}

B MoviesQ

'@ RatingsearchsQ
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Backstage Pass

In this Mighty Access Database, the Front Row
Video Switchboard Form will take center stage.
When the database opens, the User will see a
Home menu with simple choices. Everything
else—including the database objects in the

Navigation Pane—should be invisible to the user.

1. Try it: Find the Options
Click on File.

The Backstage has the following:
Save, Save Object As, Save Database As
Open, Open Database

Info

Recent

New

Print

Save & Publish
Help

Options
Exit

2. Try it: Change the Options
Go to File->Options. Keep going...

File->Options

&) Save Datanase A
Save 1 Adobe FOF

F Cven

4 Ooe Datasare

4] Promtiowiians e

4] oot owirdes e

] Levesh Frpmttowy

] Levetsh Frantiown

Feteonst Data

Help

| ] Options

[ Exit

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Set Access Options

Comma Training Page 194

E—C——




uary

Current Database Options
The Access Options include many places
where you can customize the database.

The categories include the following:
General

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Quick Access Toolbar
Add-ons

Trust Center

2. Try This: Review the Current Database
Go to Current Database.

What Do You See? By default, the
Application Options are blank.

Keep going...

File->Options->Current Database

ﬁ‘,‘a-p..

Covate

Etenst Dats  Outatane Took

U Optons for She aurrent databate

P
Aponcatsa iz
Dy Form onet 0|
7 Dupley Pates S
Decument Window Optom

Grerappng Amdras
® Tagtes Cocuments

4 Dvplay Document Tatn
@ Use Mot Spedal Lo

General

Current Database

Datasheet
Object Designers
Proofing
Language

Client Settings

Customize Ribbon

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Set Access Options
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Application Options

E_i ' Options for the current database.

Application Title: |

Application [con: |

|:| Use as Form and Report Icon

Display Form: |[m:|r1e]

[=]

Web Display Form: |[none} u
Display Status Bar




Edit the Current Database

3. Try This: Edit the Application Options
Application Title: Front Row Video

Display Form: Switchboard

Display Status Bar: Yes

Document Window Options

Tabbed Documents: Yes

Display Document Tabs: Yes

uary

Try This, Too: Edit the Navigation Options
Display Navigation Pane: No

Click OK. Keep going...

File->Options->Current Database

[

General

Current Databate
Datarheet

Object Designers
Proofing

Language

Chent Settings
Customae Ribbon
Quitk Access Toolba
Add-ins

Trust Conter

B
E u Options for the current database

Apphcation Title:
Appacation [con:
e as Form a1
Display Form
Wed Drplay Fo
7| Display Status Bar
Document Window O
Qeerlapping ¥
@ Tagbed Docun
7 Cviplay Dotur
V| Use Accens Specia
Sempact on Close
Remoye personal
¥ i€ Wndewidhe
¥ Enabie Layout Vie
V| Enable Sesign cv
¥ Cpeck foe truncaty
Prcture Property Stors
@ Preserve soure
Comgert all pic

Navigation

| Namgation Options... |
Ribbon and Toolba Opto

Bbton Name
Shortout Menu Bar  [de

' Application Options

Application Title:

Front Row Video ‘
Application Icon: , ‘

Use as Form and Report Icon

Display Form: vSwitchboard : l
Web Display Form: ’r(none] -|

[V] Display Status Bar

Document Window Options
() Qverlapping Windows
@ Tabbed Documents
Display Document Tabs

¥| Display Nawgation Pane I

Mavigation

Display Mavigation Pane

Mavigation Cptions...

Ribbon and Toolbar Options

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Set Access Options
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File->Options->Current Database
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Reopen the Current Database — e o - e s
The changes we just made will show up when e 11 Srcenang —y W T A I :
you reopen the database. e e s by ATt ‘ 4
AR Access Obgects -
4. Try it: Confirm and Reopen the Database — z
You will be prompted to close and reopen the g
current database for the options to take effect. —_——
T naseweien
Click OK. R :
P o
Close the database and Open it again. L
Keep going... :
3 e Ce)
=
B o
B Mowsencn
T vovtenciiuron
B swicese ”
Fapoite 2
8 cw
B vow

Microsoft Access

You must dose and reopen the current database for the spedfied option to take effect.

Lo |

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Set Access Options
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@ File->Options->Current Database

The Opening Scene

5. What Do You See? The database opened
and displayed the Switchboard Form. The
Title at the top of the database says Front
Row Video, not Microsoft Access.

uary

What Don't You See? There is a Record
Selector on the right side of the Switchboard
Form. The Navigation Pane is hidden.

Try This, Too: Show the Navigation Pane
The Navigation Pane lists all of your
Microsoft Objects: Tables, Forms, Queries
and Reports. We still have a lot of
programming to go through. Please change
the options for the Current Database.

Go to File->Options->Current Database.
Edit the Navigation options:

Display Navigation Pane: Yes

(We are turning the Pane back on, again.)
Click OK to close the Options.

Click OK when you are prompted to reopen. | X mT

Form View

Today is Friday, July 06, 2012

Movies by Year
Close the database and Open it again. :
Keep going... —
Customers Quit App

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Set Access Options
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@ Home->Views->View->Form View

il - y : e
Designing for Users ﬁ- R : . .
In an earlier lesson, we used the Property - [ : E| s P senes
Sheet to edit a couple of Form Properties: Tab : ik i i
Order and Cycle. The Property Sheet can also | s s coe li ;ﬁt%mggngﬁm;mf mﬁ&;};ém g;m;_m
control what a User can see or edit. In an v‘,;'_‘
earlier lesson, we also mentioned that Real E 3 Front Row Video
Users get Real Mad when a Form does not act
as expected.

uary

Let's review the options and look for ways to
make our Form more effective.

‘Aw‘ﬁ-.ﬂ-.ﬂ{ﬁﬁf,i BEB8d
009

1. Try it: Review the Form
Go to All Access Objects->Forms.
If needed, open a Form: Switchboard.

A R R RN

What Do You See? The Switchboard Form
has Record Selectors and Navigation Buttons.
Since the Switchboard Form does not save any
data, there is no need to use the Record
Selectors or find a different Record. We can
turn those features off in the Property Sheet.

1
& 5

Eﬁi

Form view

Record: M 1ofl ]

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Edit the Property Sheet

Comma Training Page 199



Form Design Tools->Design->Tools->Property Sheet

uary

"9 5 ’)-q
Controlllng FOI'm PrOpeI'tleS &_— \-.]..L Ceste  GdemuDuts  OotmaseTook | Dewgn | Amonge  Forman _1 po "] R =@
What happens when a User closes the e e I A = QT[] 2 i |52 Semcon
Switchboard in this Mighty Access Database? .. ... T e e R g I g 2
How will she get back to work if the oveockondiil
Navigation Panel is hidden? As a database L —_— e :
designer, you can be proactive and remove toma| o [ ooest [ome; 2
the Close Button. o
Pep Lo ~
Cwtast Virw Tanghe Form
Before You Begin: Change the View po e e
The Switchboard Form is open in Form View. et
Go to Home->Views->View->Design View. :T;’:.‘T,if :’i*;.:’.,
55:: :;.'.., .
2. Try it: Edit the Form Properties - prt
Click on the Form Selector. e :
Go to the Property Sheet->All. . .
Auto Center Mo
Edit the following Properties: Auto Resize Yes
A}JtO Resize: Yes Fit to Screen Yes
Fit to Screen: Yes Border Style Sizable
Recprd .Selectors. No Record Selectors Mo
Navigation Bu_ttons: No Mavigation Buttons Mo
gcrotll I|3%r. N?\llther ; Mavigation Caption
ontrol Box: No ¢ Dividing Lines Ma
W WG4 WAl e TG0
C|.OSG Button: No scroll Bars Meither
Min Max Buttons: None Control Box Mo
Moveable: No _ Close Button Mo
Save your changes. Keep going... Min Max Buttons Mone
Moveable Mo

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Edit the Property Sheet
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Home->View->Views->Form View

%‘. o q
Minimize the Ribbons B o e B =
The Ribbons allow Users full control of your - &
Access Database. The Ribbons--Home,
Create, External Data and Database Tools--
have many functions that could damage the
data if someone doesn't know how to use
them correctly. Some actions have no
"Undo."

3. Try This: Minimize the Ribbon
Right-click the Home Ribbon.
Select an Option: Minimize the Ribbon.

Navigaticn Pase

External Data

Database Tools

Keep going...
P going Home Create
=] | [ % Cut
==] ;
=5 Copy
View [ Paste Filter

F Format Painter

& | Ascending 7 selection

&2

Refresh
ﬂ.-"_,Rem-:w‘e sort W Toggle Filterl All~ X

il Descending 'EI Advanced

Clipboard a

Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Minimize the Ribbon

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Minimize the Ribbon
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@ Home->View->Views->Form View

A Simplified Form

4. What Do You See? This Form
has been stripped of several
Controls including the Records
Selector, Navigation Buttons and
Scroll Bars.

uary

The Windows Controls are also
hidden: Min, Max and Close.

The Ribbons are hidden, but this is
not real security. Users can still see
the Menus.

That's good enough for now.

Front Row Vi

Todayis | Friday, July 06, 2012

| meceea «
Form View

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Minimize the Ribbon
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Summary

There are lots of ways that a
User can be confused by a
Form. We just used a half-
dozen Properties to simplify
the Switchboard Form.

uary

You done good.
You get the cookie.
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Practice Activities

Lesson 7: The Opening Scene
Try This: Do the following steps
1. Download the database BBL Int ver7.accdb.

It is not recommended that you use the database
you have been programming because this
activity removes controls from view.

2. Open the Switchboard Form in Design View.
3. Using the Property Sheet, edit the following:
Record Selectors: No

Navigation Buttons: No

Scroll Bar: Neither

Control Box: No

Min Max Buttons: No

Movable: No

4. Go to File->Options. Go to Current Database.
Edit the Application Options as follows:
Application Title: Brown Bag Lunch

Display Form: Switchboard

Display Status Bar: Yes

Document Window Options: Tabbed documents;
Display Document Tabs=yes

Display Navigation Pane: No

5. Close and Reopen the database when
prompted.

6. Minimize the Ribbons.

7. Review the database’s new look.

8. You may close without saving.

Comma Training Page 204

Test Yourself

1. Which of the following is listed in the
Access Navigation Pane?

(Give all correct answers.)

A. Tables

B. Forms

C. Queries

D. Reports

Tip: Intermediate Access, page 198

2. The Property Sheet allows access to
remove which commands from Access?
(Give all correct answers.)

A. Record Selectors

B. Navigation buttons

C. Scroll Bar

D. Close button

E. Mix and Max buttons

Tip: Intermediate Access, page 200

3. Which is the command for Minimizing
the Ribbon?

A. Right click the Ribbon and select Hide
B. Right click the Ribbon and select
Minimize

C. Go to File-> Options-> Ribbons

Tip: Intermediate Access, page 201

4. When the Ribbons are Minimized, the user
cannot see or access them at all.

A. True

B. False

Tip: Intermediate Access, page 202

5. Which are reasons to remove controls in
Access, such as the Navigation Pane and the
Close button? (Give all correct answers.)

A. To keep the interface clean, simple and non-
threatening

B. To keep the database secure from damage
by users

Tip: Intermediate Access, page 191
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Intermediate Access Objectives i'j_&*'

In this lesson, you will learn how to:

1. Use the Property Sheet to troubleshoot
Form errors.

2. Use the Query Tools to troubleshoot
several common programming errors.

© 2012 Comma Productions, LLC
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Dress Rehearsal: Testing Software
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Lesson 8 : Dress Rehearsal Software Testing .

Form Design Tools->Design Ribbon

1. Readings H1ogo jﬂ

Read Lesson 8 in the Intermediate Access — :la
guide, page 205-219. Title - & View Code
Add Existing |Property| Tab -
EDate and Time Fields Order %g_;ICnnvert Form's Macros to Visual Basic

:Da IE _,' Subform in Mew Window

Prolect Header / Footer Tools
A sample query to test errors. lJ sk
Downloads e
; )
FrontRowVideo Int8.accdb Menu Maps £
From the Form Design Tools->Design Ribbon \
2. Practice 1. Design->Tools->Property Sheet, page 209 '

There is no Practice Activity for this lesson.

3. Assessment

Review the Test questions on page 220.
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@ Dress Rehearsal: Software Testing

Software should be tested in a lab—never live on the real company network. If your Mighty

5 Access database doesn't work, at least it won’t keep the customers waiting.
BEATMAMN BEGINS

How should the testing be done? There are software products that can be programmed to run
through a series of steps. These products are very accurate: the same test can be run many
times. Even without sophisticated test software, you should thoroughly check your database. Each
form needs to be inspected for function, tab order, even spelling. Does the database complete the
task it was created to do?

Microsoft Access 2010: Example of a Form with an error

# Detail

Invalid Control Property: Control Source

Mo Such Field in the Field List

Edit the Control's Control Source Property

Edit the Form's Record Source Property
Help on This Error

Ignore Error

Error Checking Options... [
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start -> All Programs ->Microsoft Office.
Click on Microsoft Office Access 2010.

Access will prompt you to open a database.
This lesson uses the database that was
programmed in the previous lesson. You can
continue with the same database if you wish.

The FrontRowVideo Int8.accdb database has:
Five Tables: tbICustomers, tbiGenre, tbIMovies,
tbIMovieSearch and tbIRating.

Six Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ, MovieSQ,,
MovieSearchSQ and RatingSearchSQ.

Four Forms: Customers, Movies, MovieSearch
and MovieSearchSubform.

Two Reports: Movies by Year, Customer Name.
Keep going...

Memo to Self: Click Enable Content if you see
the Security Warning.
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Start -> All Programs ->Microsoft Office-> Microsoft Office Access 2010
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Moviesearch5Q
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Common Form Errors

The following pages will set up several mistakes
that are common in database programming: bad
spelling and incomplete punctuation. After the
error has been tested, we will undo the mistakes

and confirm that the Form or Query works again.

1. Try This: Create a Typo

Go to All Access Objects->Forms.
Open a Form in Design View: Movies.
Select a Control: Year.

Go to the Property Sheet->All.

Select the Control Source: Movie.

What Do You See? The Control Source drop
down lists all of the Fields in the Record Source
for this Form: tbIMovies.

Keep going...

Form Design Tools ->Design->Tools->Property Sheet

" L ik
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[ Decimal Places
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Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View the Property Sheet
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Detarreet Cagtan

e Cute
whan

hoe

|Format | Data | Event | Other | AN —

Datasheet Caption
Show Date Picker
Width

Height

Top

Left

Movie
Movies

MovielD
Movie
Year
Rating
Genre
Stars

7.8333"
0.5729"
0.7083"
0.0833"
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Misspell the Control Source

2. Try it: Spell the Name Wrong

The Movie Control is still selected.

Go to the Property Sheet.

Rename the Control Source (type): Movies.
(It does not MATCH any Field in the Table.)

ek
5

ONE OF THE YEAR'S BEST FILMS.
TWO THUMBES WAY UP.

Form Design Tools ->Design->Views->View

@ |
- Futeonst Dt Sutanase Yook - ivonge  Foma - @
=) [ Ecom- ) Ac B o (2 e 3l LER=E 3
Vew  Themes (A vpeny - | F Bbl A Q. f—ic:.-q—-. -y Pl f;;:'.;::.-.n..,.....».-...
:... " | @ Porm easer z I 0 z : oncved : 2
iih‘l-" MWI“ i il ] v:“-o-u(m oaam‘- -
10 waae i i ) fE D ey s vl el
v QR , Cwcma el :.4.
3 msate [ | ;;::y-n !';- T
Queries - Crataihest Caebian
B Consmemisnin . Property Sheet X
: Selection type: Text Box
P e
P w Mavie |E| i
P e g 1, Dwr
— |Furm.at| Data | Event | Dther| All
W Cortom o
.E,.' — Mame Movie - 2
B secennsaive Contral Source Movies - |
= Format MovielD ™
[Fj—— Diecimal Places Mavie
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The Screen Test

3. Try This, Now: Change the View

Go to Form Design Tools ->Design->Views.
Select a View: Form View.

What Do You See? There is an error on the
Form: #Name? Microsoft Access cannot match

the name of the Control Source in the Property
Sheet with the Field in tbIMovies.

Do This, Now: Correct the Error
Go to Form Design Tools ->Design->Views.
Select a View: Form View.

Select the Movie Control.
Go to the Property Sheet.
Select the Control Source: Movie.

Save your changes.
Test the Form in Form View, again.

Done and done. Close the Form.

Form Design Tools ->Design->Views->View
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Common Query Errors

There are several common Query errors. Each
mistake has it a different error message. The
following pages will look at two Query
mistakes: punctuation and spelling.

1. Try This: Create a Sample Query

Go to Create ->Queries-> Query Design.
Select a Table: tbICustomers

Click Add. Click Close

Try it: Add Fields to the Query

Go to tblICustomer.

Double click to select the following Fields:
CustomerlD

FirstName

LastName

Try it: Concatenate Two Name Fields
Place your cursor in Column 4.
Type: FullName:[FirstName]&" "&[LastName]

Fullname is the label, or alias, for the new
field.

[FirstName] and [LastName] are Fields from
tblICustomer. The two quotes have a space
between them.

Query Design Tools ->Design->Results->Run

(A o ?- v R S TSN rertboutiebee b Oetobose (hcoen 2000 - 2000 T Mocrosst Aecess I . o T
e Dot Cutunnse Tosh Crign
55D | -9 ] A’ § Dumen - et Rows _-3 X Property Sheet
| BT I -t . ’0 . I‘T }o @ P Thvoun - ) z | 3'*,..,,
View  Bun Sl Make Agpend Updute Croutsd Delete B Totsy Paametin
. Tase L0 Oetmtien 1 SN APt 4 .
terr Gy B SRS, BHETIHG R L Gy Sl S 0mnistond AUAANN 00 Shinaiibiile 0050 S0 0t .
Al Acces Ctypects IJ lh“ Guorrd
waron | -
Tabsies.
L e—

Fom View ma DESw ¥

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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Match Match Match

The concatenation should have two brackets
surrounding a Field. For example: [LastName].
What happens if they do not match?

2. Try it: Type a Mistake

Right click the FullName Field and Zoom to
see the code. Please edit the expression as
follows:

Delete the last bracket.
Type a brace: }

Click OK to close the Zoom Window. When
you return to the Query, click Tab on the
keyboard. This will prompt Access to proof the
expression.

What Do You See? Microsoft Access will alert
you that this expression is missing a closing
parenthesis, bracket or vertical bar.

Click OK. keep going...

Memo to Self: Proof your Query and make
sure the punctuation matches. If you start with
a parenthesis you need to close with a
parenthesis. Same goes for brackets.

Query Design Tools ->Design

1
Foteonn Data Ootansie Teaht Orign

" A [ T S aient Bown Y ivsedt Cotumes $ X Property Sheet
“.3 . e ol:j 7‘! Orutvwn o ¥ Desere Conmens “zm 1 S toer Names
B Srwend Ypie Ouisl Duvt o o Detiion | aas .| £ R om0 =

Queny Srve Queny Yot e Vet

> . L Mewes | e

B rmgsenond
Tormm 2

W Certomen
B vewe f
T vewetens P :
T revriennrtattom = P = = = e

P { temerD rtame Lavame Pultame: Prnthial!
] A S Ir Tare ‘* . " [rova " eCanh 5
Reports * |

B Covtomer Hame Craesn |

W ewer by e - |

I

@ The expression you entered is missing a dosing parenthesis, bradket (]), or vertical bar {[].

Lo |

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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Th::: Query Design Tools ->Design->Results->Run
E m ‘ S U {pr—— 3
Spelling Counts _ Mome  Cwate  DtematDets  Dutsbase Toady [
s | - e 1D Usson - et Rown B X Mreperty et
: 3. Try it: Spell the Field Name Wrong e : zf ,,_' :,'m:,ll :.3 Orutven  — : f ,,f’,,'ms:-»-n 3
Right click the FullName Field and Zoom to i i e e -
see the code. Please edit the expression as A4 Access Otets
follows: =
I mecumon
Delete the last brace: } —fod
Type a bracket: ] B et
Edit the Field Name. Type: Last Name 2_:."'-*
e JE e
Click OK to close the Zoom Window. You P cotemenisneq

should return to the Query.

Try This, Too: Run the Query

mmisd DESw

Go to Query Design Tools ->Design- A Cutomen
>Results S ,
Click on Run. G T T T
B senoe e e e I

. . Keports i A
What Do You See? Microsoft Access will ask B Contomer Hame P ’ . !
you to Enter Parameter Value for Last Name. - M——— i
This means that the database could not find [
Field for Last Name in tblCustomers. The Enter Parameter Value ‘Lélg
Table has a Field for LastName. They do not ] L T
match. D sstiiame

|

Click Cancel. | |

OK. OK. That's enough error testing for now.

Close the sample Select Query without saving.
Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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5 Who Should Do the Testing?
Software testing doesn’t require thousands of
Users to find the flaws or bugs. Pick five people
and let them try the software. If all five Users fail
at the same point, you don’t need another 995
people to tell you that there’s something wrong
with the expression or navigation.

In the initial test, you should select people who
are not upset by failure.

Some people are not appropriate for software
testing. They are easily offended by errors. Their
bad impressions can destroy a good program
that needs a little more work.
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All good software should be tested by real Users.

Sample Error: The name of the Form is spelled wrong in the Macro. It should be Movies.
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Errors Are Not Failures
The reason you are testing the software is to
discover the weakness in your database.

uary

Errors are not failures. Sometimes Users
navigate in ways you did not expect and your
software simply wasn'’t designed to take that
pathway. You can respond by blocking that
step, or making it better if it helps your Users
get the job done.
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Sample Error: The name of the Control Source is spelled wrong in the Combo Box Properties
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Error Checking Options...
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Th::: Property Sheet Settings for a Sample Form
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The Live Performance

A good piece of software needs little or no
explanation. Users should be able to navigate
through the assigned task and complete their
work efficiently. That's the plan, anyways.

In reality, you should prepare for your software
launch. Before you release your software, you
should e-mail the people who will be using your
database. Explain how the new database
works and offer them an opportunity to join you
in the new release. You should give them a
method—an e-mail form or a phone number—
so they can contact you if they have any
questions.

A little communication goes a long way. You
are going to change how they get their work
done.

If you listen to your users when you develop
the database, and listen again when you test
the software, then you will be successful.
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Sample Access Database Form

Etew Duta  Sutadgse Yook a
. X y
& On 2} Ascentng ~ Cr Satection * N whes 3 }) 2, Feptace o
<2 Cony 1] Drsienang "amances o Wiew P leewwg - Gates
Vew  Pute ren “ e reg
’ e K Detete 4 Setent

Vi ohead San & Fier Peroeen (]

BIU A" v EE W
Tedt Foomatinng

D et et R R

| A% Access Ctpcts

— = - % Search the Movie *
i ps earch the ovies

= | 5l e —

o -

0 wes y

o J Y = Fae .

3 wee

Q:'"" Mo « | Rawng - wrre -

o - Around the Word in 80 Days (2004 Fama,

> o Bomowers, The (1997)

P w Cat o the Mat (2003

P

P w

b L

vy
-
©

Eﬁ{d._;.w
: o X o, .

Name: Click here to enter text. Location

Computer Name: Date: 10

Operating System Choose an item.

Applications Open at the Time of the incident:




E To
Th,:: ‘ eae | Cjeate Bt Ota  Sutsbst Teoh
L s Pt Qe s A= ames
Summary \\;-l Y (.!.wll '- g .Mvn!lw. e 1 e xol“t; i P:‘m‘ et Fpematting 5
: The purpose of software testing is to create a ryvp— R e bk U 2 AR B s G S e
better User experience. This lesson mocked upa .- 2 i, Search the Movies “ E
couple of common programming mistakes and m a
looked at the different errors. L .
G ".] Famay [l
Troubleshooting database errors can be
frustrating when you don't see the mistakes right i e sy 1
away, but there is nothing difficult. Borowes, The (1997) Famey
;;WWQ‘&;(WI ':"ﬂ
A"eZ A”eZ in free_ Chrsimas with the Kranks (2004 Farmiy
You done good. Chronicies of Norma: The Lion, the WIch and the ¥ Famay
Rating [PG13 - Genre  |Action| -
MovieSearchSubform
Movie - | Rating - Genre
| Batman Begins (2005) PG13 Action
| Bourne Ultimatum, The (2007) PG13 Action
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*-Men: First Class (20411} PG13 Action
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Test Yourself

1. What error is displayed when Access cannot
match the name with the correct field?

A. #REF

B. #FIELD

C. #NAME

Tip: Intermediate Access, page 211

2. Two common Query errors are punctuation
and spelling.

A. True

B. False

Tip: Intermediate Access, page 212

3. When Access prompts for a Parameter Value,
it can mean that Access cannot find a matching

field.

A. True

B. False

Tip: Intermediate Access, page 214
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4. Which is true about testing a database.

A. Not necessary

B. Should be done by people not easily upset
by failure

C. Used to discover weakness in database.
Tip: Intermediate Access, page 216

5. Which of the following is true about good
software?

A. It needs little or no explanation to be used
B. Users should be able to navigate through
the assigned table and complete their work
efficiently.

Tip: Intermediate Access, page 218
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o8 Report Totals

Intermediate Access Objectives
In this lesson, you will learn how to:

1. Use the Report Wizard to create a Report based
on a Select Query.

2. Add Totals for each Group of Records.

3. Add Totals to the Report Footer.

Access 2010: One to Many in Report Design
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“ Lesson 9 : Report Totals

4

1. Readings
: Read Lesson 9 in the Intermediate Access
guide, page 221-248.

Project
A Report that Totals each Group.

Downloads

FrontRowVideo Int9.accdb
popcorn1.qgif, popcorn2.gif,
popcorn3.gif, popcorn4.gif, movies1.gif

BBL Int ver9.accdb
BB Customers Logo.jpg
Brown Bag Logo.jpg

Lunch1.qif, Lunch2.qif, Lunch3.qif,
Lunch4.qif

2. Practice
Do the Practice Activity on page 249.

3. Assessment
Review the Test questions on page 250.
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Report Design Tools->Design Ribbon

B colors - % Totals lﬂ_h| Ag Cl Q) m

View | Themes [A|Fonts ~ =~ Group i Hide Details
B 4 & Sort
Views Themes Grouping & Totals Controls
2 Y 4] 3
Menu Maps

From the Create Ribbon
1. Create->Reports->Report Wizard, page 230

From the Report Design Tools->Design Ribbon.

1. Report Design Tools->Design-> Grouping and Totals->Group &Sort, page 237
2. Report Design Tools->Design->Views-> View->Print Preview, page 240

3. Report Design Tools->Design->Controls->Label, page 243

4. Report Design Tools->Design->Controls->Text Box, page 246

il STAR.WARS
N STAR.WARS
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@ One-to-Many in Reports, part 1

This course has been looking at ways to represent one-to-many relationships. In our
business scenario, there are many movies in each Genre. Grouping is a very effective way
to represent one-to-many relationships in a Report. The first lesson will create a movie
report that totals the movies in each Genre: how many Westerns, how many Comedies?
The next lesson will apply some Report Formatting.

=
4
3

Working with Reports is like working with Forms in Design View: the Tools are very similar.
Many of the steps may have a sense of déja vu, particularly if you have been reading this
all night! Very well, let's create a new Report.

Example of a Report in Microsoft Office Access 2010

Movies by Genre

)
(q1]
41]
Q
)

Action Western

Dances with Wolves (1990
1 i13

Count of Movies by Genre

Total Count by Genre 374
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What Are the Objectives?

This Report will be based on a Query that was
made in an earlier lesson: MoviesSQ. This
Query looks up information from tbIMovies.

Here are the objectives for this lesson:

Create a Report based on a Query
Review the Query

Create a Report with the Report Wizard
Select MoviesSQ Query as the Record Source

Add Sorting and Grouping
Group the Movies by Genre
Sort the Movies by Year

Add Totals to the Report
Total Each Group
Total for the Report

That's our goals for this lesson. There may be
one or two more by the time we are done.
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Example of a Calculated Control in a Microsoft Office Access 2010 Report
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start -> All Programs ->Microsoft Office.
Click on Microsoft Office Access 2010.

Access will prompt you to open a database.
This lesson uses the database that was
programmed in the previous lesson. You can
continue with the same database if you wish.

The FrontRowVideo Int9.accdb database has:
Five Tables: tbICustomers, tbiGenre, tbIMovies,
tbIMovieSearch and tbIRating.

Six Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ, MovieSQ,
MovieSearchSQ and RatingSearchSQ.

Four Forms: Customers, Movies, MovieSearch
and MovieSearchSubform.

Two Reports: Movies by Year, Customer Name.
Keep going...

Memo to Self: Click Enable Content if you see
the Security Warning.
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Start -> All Programs ->Microsoft Office-> Microsoft Office Access 2010
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Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields

E To
o,,:" Home->Views->View->Design View
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data. A Report is only as good as the T R e P L 2 AT et 1
information in the Table or Query. Prpr—y— o | D ttrmsa | 5t
OO r -
Tabbes i
1. Try it: Review the Query e ¥ et
. . i R Bomr
Go to All Access Objects->Queries. - .
Select a Query: MovieSQ. W matrrioce e
Go to Home->Views->View. e
Select a View: Design View. 3 Cutimeosnntrinssi
] Lcricasriimaty y " 3
B s Byrariy —
What Do You See? There are five Fields | # e Lo - il el i
selected from tbIMovies: ; e o e ) ) |
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Sort: Descending Ascending
Show:
Criteria:
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Run the Query

2. Try it: Run the Query

The Query is open in Design View.

Go to Query Tools ->Design->Results-
>Run.

What Do You See? The Query returned 401
Records. The Movies are sorted by Year.

What Else Do You See? The data is not
complete. Some of the Movies have a Rating,
Some do not. Some do not have a Genre.

Close the Query. Keep going...

Query Tools ->Design->Results->Run

e
i — Tivate Ftesns Dars Satanae Took

K N A W Hasmang O selection - ;J - Wew I en Lﬁ [ — Py In M I I
— <2 Cony i 1l oesmnang Pasvences - W‘uw 7 Seenng - Gater = e
- e r— D) Remeve S0t 7 Topgie fiter | ame X Deiene = [ aaee » Gswea- P70 AV -2 EEE B -
View Ciobess Son & Foner Reinrds e et
A Access Otpects > u) e
pre— o MoweD - Yeur - - Rating - Genre -
v - 2012 21 Jumg Street (2011) " Acmon
T3 mecustomer 08 2012 Kahaani (2012 Thedler
0 weGerwe b 2012 The Munger Games (2012) PGl ALmon
401 2002 Trae 30 »o Somance
I wasees 5 2001 %0/% (2011) " Comedy
I oovasrsmn & 2011 A Sepaation (2011) PO13 Oeama
I assneg S 2001 Oriwe (2011) L} Oearma
Queries 2 157 2001 Marry Potter and the Desthly Maliows PG13 Oeama
B Curtemenirmiirinis 1™ 2011 Mege (2011) PG farmaly
0 e - I3 2011 Midaight in Parts (2011) PG13 Romance
M2 2011 Moseyball {2011) PG13 Oearma
@ Mhrestytearsq 263 2001 Once Upon & Time in Anatolls (2011) NR Orarma
’ Moweles et e 2001 Mise of the Planet of the Apes (2011) PGI3 Action
P wewer 321 2001 Shame (2013) NC-17  Deama
j Ratmghean WG m 2011 Sherlock Hoimes: A Game of Shadow PG1) Action
= ~ M3 2001 The Artist (2083 PGI)  Comedy
J P— e 2001 The Girl wth the Dragon Tattoo (2003 R Oearma
B 2001 The Melp (2011) PG13 Deama

MovielD - Year - |
2012 21 Jump Street (2011} R

203
348
401
3

a
98
157

2012 Kahaani (2012)

2012 The Hunger Games (2012)

2012 Titanic 3D
2011 50/50 (2011)

2011 A Separation (2011)

2011 Drive {2011)

2011 Harry Potter and the Deathly Hallows PG13
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Action
Thriller

PG13 Action

PG Romance

R Comedy

PGE13 Drama

R Drama
Drama



Home->View->Views->Design View

uary

g- T L S - ... .5
Edit the Query Criteria g et g e r— -
- ) i P .."-1 *' A u-l h' T Uity T T . ¥ .?-'., e o T—
This Report is supposed to Group and v e B e v e G Gy S | D | Pt | Wi L T
Total on the Genre. We can add a Criteria ... T i Mt R e St 3
to the Genre Field that filters out all of the | wsw caees e e B
ones have a no value: they are Null. P - PP .
Before You Begin: Change the View 3. ":q
Go to Home->View->Views. O s oy
Select a View: Design View. .
3. Try it: Edit the Query Criteria N . B
Go to the Genre Criteria. I anacien e [~ — T
Type: Is Not Null e e > Py ecmiet, - .
i Ll Criesa 1 M
Keep going... =
- : :
[ e
M e -
a i by
Field: | MovielD Year Maovie Rating Genre
Table: |thiMovies thiMaovies thiMovies thiMovies thiMavies
Sort: Descending Ascending
Showe
Criteria: I= Mot Mull
ar
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Run the Query, Again

The Query Criteria, is Not Null, should filter
out all of the Records that do not have a
Genre.

Did it work? Only one way to find out: Run it!

4. Try it: Run the Query

The Query in still open in Design View.
Go to Query Tools ->Design->Results-
>Run.

What Do You See? The Query returned 374
out of 401 Records. All of the Records have a
Genre, there are no empties (null).

So, the Query Criteria worked.

What Else Do You See? The Movies are
sorted by Year. The data is still not complete.
Most of the Movies have a Rating.

Save your changes and Close the Query.

Let's create a Report and use this Query for
the Record Source.

Query Tools ->Design->Results->Run

— S—

- . . = e Blrtomwens  [fow] 3 R repent Wiews SZVEP)
‘J =1 ﬂd‘ "-..5 ? Msengenenc —] 2 nen - :E’mvl‘.“
Apphcation  Table Tetde ShasnPort  Query Quary form fom OSum Repat Repot Blank
Parts + Desgn  Usti=  Wiewd Degn Degn Fomm [ Mere Farms « Drign Rrpas 73 Vvt Bane 4
Temgpiatey Tubiey eever L] Feparty Mocrst & (ode
Al Acceys Ctyects 13 m‘ T Mt
Saoron. » Movie®D - Year - Moy - Rating - Gerwe -
T 2 Action
m 208 Trrdler
o L ALTON
401 Romance
o - —
o = F e
0 e £ O arma
Queries 187 Orarma
B ctemeniimein 1™ 2011 Mogo (2011 oG Tarmaty
2 PR, 4u .:'En \:t:‘n‘h!m rm':(ml‘.i i‘(.lf :u“w‘ct
: - ':"" ::1 ‘::i t( .lr:. i Anatolls (2021) :rl :::::
P wewer L‘l’ T el ol ;.17 :um:
j - 53} of $hadow PG1) Action
| M PG13 Comedy
1 e agon Tattoo (2083 R Orama
wr PG1D Orama
ua Comedy
180 PG Oeama
| - w win (2011) R Drama
’n 94 01 X-Men: First Class (2041) = PG Action
Reports = 1 2000 127 Mours (2049 G Drama
- 350 2010 The King's Speech (2010} R Drama
351 2010 The Man from Nowhere (2010) R Action
352 2010 The Secret World of Arrietty (2010) G Family
= 353 2010 The Social Network (2010) PG13 Biography
362 2010 Toy Story 3 [{2010) G Family
Record: M < 10f374 | » M b | ' NoFilter | Search

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Use Criteria to Filter Records

Comma Training Page 229



Create->Reports->Report Wizard

‘ Hen
- - eate

3
.
)

H H Otoms Dats  Sutaduse Tools =@
Begin the Report Wizard S O T R B D E e () @ ] 5 e
The following pages will walk through the s o N A — Elegme ol 17 LB et
Report Wizard. Please note the steps that <000 | B S | B | B e B | sy ten e Wb 1
include Sorting, Grouping and Totals. 8 dccrss Otets : 5! Sentones

After we complete the Wizard, we will edit the
Report in Design View and make a few

N
TETEE

| Which fields do you want on your report?
changes. - i :
1. Try This: Begin the Report Wizard S ““» You can choose from more than one table or query.
Go to Create->Reports->Report Wizard. e e :
The Wizard will prompt your through the steps e )
to design a Report. W i I Tables/Queries I
'? . Query: MovieSQ E
Try This, Now: Choose a Record Source B e
Select a Query: MovieSQ. T Available Fields: Selected Fields:
All of the Available Fields are selected except = S—
the MovielD. —
- ot P
- i by Tew
Click Next. Keep going...
Bepact Witend
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@ Create->Reports->Report Wizard

uary

Report Wizard: Grouping g e e X
Grouping lets you represent one-to-many. In - et e 3 ;{ § A — D ;2 a due 5 e
this Report, one Genre has many Movies. R S e | W | S | e e o sy 2

2. Try it: Select the Grouping
Select a Grouping Level: Genre.

What Do You See? The Genre will be placed
in a separate Group Header on the Report.

Year, Movie, Rating

Click Next. Keep going...
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‘ He~
Report Wizard: Sorting L] DI e bt e . -9

- 1 B ™ Nromwens [wml 3 R repent Wiews o Mt

A HE 0D NP B Onmm. B8 U™ & gomme
Apphcation  Table Tabke ShanPoet  Query Query  Pomm  Form  Slask Repat Repot Blank Moo 3
Pats -

E y
E Create->Reports->Report Wizard

A Report can Sort by more than one Field.
Dewgn  Usti=  Wwd Deuge Design fom Mt Forms Drwgn Rrpot 73 Vorent B
Bemplates Tabies Queset [ Raparts Mairny & Code

3. Try it: Select the Sorting
First Sort: Movie.
Sort: Ascending.

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

What Do You See? The Fields can be sorted = . |
Ascending or Descending if you wish. Queries You can sort records by up to four fields, in either

ascending or descending order.

' o B

Keep going...

CE R

- =
& 2 ]E 2 mp—
- g - =
= JETERRLPS =a .

o | - ’ [2] [ Aocendns
8 e = 4 <] [ Ascendig
T y— - L
-
-
- [ Summary Options ... ]
[ concel J[ <mok || medt> |[ Eoen |
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Create->Reports->Report Wizard

=
4
3

‘ R
Report Wizard: Layout E =am Al BEEO— %
4. Try it: Select the Layout Options “ ek N W O | U W d 3 e LB et
Layout: Stepped <000 | B S | B | B e B | sy ten e R 4
Orientation: Portrait 4 s o . F -
= Report Wizard " )
R How would you like to lay out your report? |
nlgeg %
:..... Layout — Orientation —
o T @ Portrait
l:‘ :6""0.&"'"""""”"": ‘:’ Land
(*) Outline [,8 |
| A

Iy

Adjust the field width so all fields fit on
a page.
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o::" Create->Reports->Report Wizard
r -
H . H —— seate Dot Dts  Outatase Teoh =@
Repo.rt w‘zard- Tltle . u —aa :— 4 .‘Tg d— -r— :— — A tem wene — a _] R repent wawe Ty GG Motuwe
5. Try it: Finish the Report Wizard il BB | S A Deveun- | L 8w LB et
Enter the Title: Movies by Genre. e R | Er i B, e B i e R 5
Preview the report. e R R

Click Finish.

j ?
So, turn the page and let's see what we got. What title do you want for your report?

——

Movies by Genre]

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

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

@) Preview the report.
(7) Modify the report's design.
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Create->Reports->Report Wizard

A ———— —
Report Wizard: Print Preview -

o . e

=
4
3

6. Try it: Review the Print Preview PRLUM RS USRS gl dRowe 8
The Report Wizard is finished and the Report .. ... g | o e T 6
is open in Print Preview. A4 Access, Ctyects + = [ 3 s - e e
What Do You See? The Report, Movies by § S - RS
Genre, is grouped by Genre and sorted by - bt
the Movie within each Group. 3 =
et s
The next step is to review the Groups in : e . B
Design View and add Totals to the Group. ~“frowe SRR
v .
i L} AN
’/—-—~

Movies by Genre

Genre Movie Year Rating
Action
21 Jump Street (20141} 2012 R
Batman Begins (2005} 2005 PG13
Bourne Ultimatum, The (2007) 2007 PG13
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[: Review the Grouping

: In the Report Wizard, we selected one Grouping
Level: Genre. Let's find that Group now.

Before You Begin: Change the View

Close the Print Preview.

When you close the Print Preview, the Report should

be open in Design View, as shown on this page.

1. Try it: Review the Grouping Levels
The Report, Movies by Genre, is open in Design View
and the Report Design Tools are available.

What Do You See? This Report has Sections:
Report Header: There is a label.

Page Header: The labels repeat on top of each page.

Genre Header: Only the Genre Field.
This is the One in the One-to-Many.

Detail: The Movie and Rating Records.
This is the Many in the One-to-Many.

Page Footer: The Date and Page Number repeat at
the bottom of every page.

Home->View->Views->Design View

o

Etemu Dats  Sutsdase Toohi | Cergn

Avenge  Format  Page Senvp &
A 3 o N - aa y
E ‘.]L,ur.‘ Ay 3 - m Aoy 0 -
A o S A== D= [0
View  Themen (Alrgsns ¢ Goup 555 mage Dot " reent Page 403 tactng Popety |
. . & Som “ mage  Nemben X5 Dete and Teme Nt Sheet O
Vews hemes Growema & Tedsn Controty ender Homter Teats
Al Access Otpects x

+ | 23 swtenmens 12 smmas o come S ot
wava 4 1 ' 2 ' ) . 0 0 ' « & P Povsube

Tabbes | @ pepont messes Prekds ovadutie fo¢ thin veewe
- 11 | MoesiD)
—+ Movies })y Germi; l ’ | ‘ o
- | | fitig
ju‘m @ Puge Heaser ; ; ;:-uv'
-l TS an T T . 2
0 oesteg y |
Queries. H _". —
i YN
e ——— Lo Move Year Ratre
2 w I :
EEET T
i T—
P tumngsenoq L L T L R N
L EH i z 3 1
e | cmarn
S = J # Report Header
Y
T w
s B -
: |
Reports
B o
T
-
Deugn veew oadx
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Grouping and Totals
This Report has a Group Header. There is
one Field: Genre. Group Totals are placed

=
4
3

Report Design Tools ->Design-> Grouping and Totals->Group &Sort

LR
- Coente Foteons Duta Sutanse Yookt Coign Arenge Format Page Cetip a

. E‘(M' ’]:;j. b 410 n — - m j Lt s m _J _:g
v e e crmnacen (87 A= QDI o 2 T 2

Viewy Themet Grvwpng & Telon ender | Foster

in the Group Footer. Here are the steps to | sawions - Ja-:-g-}-g-w-—- A
show or hide the Group Footer. ey f’:f, ————— ‘ H B colors ~ 2 Totals
| 8 it Movies Genre
2. Try it: Add the Group Footer B i M| REES | Al Eas > g'g"r'; 3 Hide Details
. . TAse e 0
The Report, Movies by Genre, is still open | @ = B S - —_— s
in Design View and the Report Design e R Preer——y : ‘ =y !
Tools are available. R A— IL-: . 1 \
P Sl Move Year Ratng
Go to Report Design Tools ->Design. : B fornpren - -
Go to Grouping and Totals. P e R Page -
Click on Group & Sort. (A —.
M Certemen
What Do You See? A new pane, Group, : e
Sort and Total will open at the bottom. : Mrlemnsuntoen
Separ . ‘A . > bt
Group On: Genre. : e —
Sort by: Movie. :
Keep going... |§|Gruup on Genre ™ with Aontop ™ » More e g >(|
Sort by Mowvie
Z A
|l Add a group |2} Add a sort
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Report Design Tools ->Design-> Grouping and Totals->Group &Sort
+ =
Add the Group Footer R e — -
: Our Report is Grouped on Genre. Itis the first ,,___:: Ebum 3 (680 As =l Q[T G = ..29...5.'. =
Grouping in the Group, Sort and Totalbox .. ... = — s e B (o e oo 3
at the bottom of this Report in Design View. A8 Access GRgects Y 5 Y= ot 3 Mo L K e
Soorcn. » T ' 0 & ' ) 0 ‘. . 0 ' A Y Tondute
Tobdes B q.m R— r-u“;:n-wm.u.
3. Try it: Add the Group Footer S Movies }:'y Geme{j I l I l =
Go to Group, Sort and Total. ——— : ‘ i s
Select a Group: Genre. B omos Ho— i T i o
Click on More. — | fesmmn :
T I| ¢ oetus
What Do You See? A library of options will | e : e
drop down for the Grouping and Totals. 'M_M.I :
Select a Footer: With a Footer Section. S ‘ A ‘ : :
= ~Nowt ~Page *
What Else Do You See? There should be ’
another Section in the Report under the B senesern
Detail Section: Genre Footer. ; o :
Kepeasy A v
H H Cumsmer Neme L——’
Nice. Keep going... =
Group on Genre ™ with Aontop ™ : by entire value ™ » withno totals ™ @ o K

with title dick to add , with a header section ¥ . with a footer section ¥,
do not keep group together on one page ™ .« Le| With & footer section

without a footer section |
L‘_I Sort by Movie

""" (5 Add a group |24 Add a sort

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.2. Apply Report Design options: Add a Calculated Control

Comma Training Page 238




=
4
3

T.,k
e
One

Add a Calculated Control

Our goal is to add Totals for each Group
as well as for the entire Report. Basically,
a Total is a Text Box that has an
expression instead of a Control Source.

It is a Calculated Control: an Expression
that Counts the Records in each Group.

4. Try it: Create a Calculated Control
Go to Group, Sort and Total.

Select a Group: Genre.

Edit the Totals as follows:

Total on: Genre.

Type: Count Values

Show subtotal in Group Footer.

KPLONG Group sortamatow

Cirdle Moo Dets  CMBRRETR | Cotign | A

Report Design Tools ->Design-> Grouping and Totals->Group &Sort

Hrsa Page Trnag

B He [l e e +,3 B3z EEA=s

Viem  Taemen 4] ey - Gnq:15u.|..m,... 3 n]}l:ﬂr-r-dﬂ-r Mdl-—-hm Or'; %=
Wi Thame) 1t ppeng i Todsi Cowsdroly Hewdios P gl e Tonpity 4
—r— r—— :
kel 1 ) J 1 0 [} - ¥ ' N O b . a0 = B Show el ubim
Tty & il | o Pt Maadir Fepia, prisisbid For ey warer
[ : - | g [ET
B et - |Movies by Genre| ‘ ‘ | -
Jusi Q- : -
: Wplidgrvatt j Il :ﬂ'
Jasi S FESRLAYE A L. e i' = | T | ]
I webamesy = - s (RS TPETIFEHITRAITENIR WIS iy, rerit |
prriry E | G;_'ne T | |
fu ST |
B Convmeismei # Dot
R e T esar Ratng
e e —, de - . .
0P Al . T L 1] | | [
] | Page rastee
) mwegmraag ; ! | | 2
— | ; |[=reenr g
T | o Rapeiet Presstin
= T .
T sswrlaans
i [ TESL LSRR
M resirpop

do not keep group together onone page ™ r Less 4

Totals
Group on Genre ¥ with & ontop ™ » by entire value ™ » with Genre totaled _l
with tile dick to add , with a header section ™ r with a footer section ™ -

Type | Count Values |E||

L‘_I Sort by Movwie

...... (£ Add & aroup 7l Add a sort

Show Grand Total
Show group subtotal as % of Grand Total
Show subtotal in group header

Show subtotal in group footer I
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Ta
o,,:" Report Design Tools ->Design->Views-> View->Print Preview
I B R T T T i e R 2 ]
Preview the Group Totals I e . e e .
5. Try it: Preview the Group Totals -0 ..:i B el D da (LA WY w S L)
Go to Report Design Tools ->Design- O P | s il et i el 5
>Views. A4 accrss Obpects B B
Select a View: Print Preview. e =
D meuonomen Movies by Genre
T mecierw
What Do You See? The Count for each Genre @ — ...
is calculated in the Genre Footer. o i 1
21 Jump Street (2011 2012 R
In the example on this page, the Genre is Batman Begns (2005 2008 Pa13
Biography and the Count is 1. —— :
Kick-Ass (2010 2010 B
K8 BE Vo 120033
Keep going...let's take a look at this. Rise f T Pianet of the Apes (2013
 — Soott Pigem vs. the World 2010 PG13 -
Sheviock Moimes A Game of Shadows (20 2011 PG1D
he Oark Ke g 2008 2008 G113
The Hungey Games (2012 2012 PG13
The Mar f1om Nowhess (2010 2010 R
. ¥ o Vendena (20085) 2005 R
X-Men: Frst Class (2011 2011 PG13
Baog apty
The Sooal Network (2010 2010 PG13
»
The Social Network (2010) 2010 PG13
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o,,:' Home->View->Views->Design View
E m gt ,
ReVleW the Totals for the Group ﬂ }:.]...L Cieate t:i--wmn Sutanaie Yook Cetnpn dange Format Page Setvg —— "] - = & 0
. Cotomy + [ LS X Totaly + . e ; oy 3 ! =
: The previous page shqws whqt the Calculated T =0 o —— R QT : A O w,:w = ;;',;
Control looks like in Print Preview, as a User e T R g — PO T R T e eyt R e 6
would see it. What does it look like to a MaccenOoncts - » | buaaena] 8 ooy come Posves
Programmer, in Design View? e e : Y P -
;1 - Movies f)y Genré| I ‘ i R
Before You Begin: Change the View - g 1 | Controt Sowne “Curtgiared  [l=
Close the Print Preview, please. D matorions BEE : i i | - -
When you close the Print Preview, the Report :_; — I (I T mr—"y ; ‘ bt ___ fivta Bt
should be open in Design View, as shown. P Cetemenimern B e e e
: “t EH Movee vear Ra” I: ;2,
Mo | . Ml'.l‘p. Moo
6. Try it: Review the Totals in Group Footer | # - o terou: e s
This Control is an expression that Counts in -4 L foron Cow Soagprnd . vt 3%
. ngSeer Speral (Mo bt
Genre. It can be found in the Group Footer. N — sose ban Moo
] - Footer :: ;\:'-q :;"b— Gothw Boor Detad
B e Tast g e
Go to the Genre Footer. e 5:.:’?'“ :":m
Select the Calculated Control: - . - -
= o | ||| # Genre Header
=Count([Genre]) S =
- S - -0 Genre
Where Count is the function, W ey || == . '
. . . J & Detail
[Genre] is the Field from MovieSQ. , -
| (Movie
Keep going... P N '
J # Page Footer
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Report Design Tools ->Design->Tools->Property Sheet

.
g - - Cieate Fetens Data Cutansie Yook Ceipn Avenge Format Page Setvp a

Review the Control Property
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TR | PR — - - D e - =
7. Try it: Review the Property Sheet ! :f_' E;;m B/ Ae i Q[T E am _&g 7_*} a
The Calculated Control is still selected. W . e "‘:ff.’:",,‘;"‘" has TR e W 7
Go to Report Design Tools ->Design->Tools. N oo
Select a Tool: Property Sheet. : : o
| | tomat] ota | Erent [ Ctne | 44
What Do You See? The Property Sheet Gt s @) )
shows: ‘ Yen{RatH | svate —y
Selection Type: Text Box. = : s oot
Name: AccessTotalsGenre it i
. :
Control Source: =Count([Genre]). . Veor [t f1mn i
B vocveityiatiy . Bk Yy
’ Mowelesretl — ——
. b4
Keep going... o v Rmr TR
~ Selection type: Text Box
.
| AccessTotalsGenre |E||
|Furmat| Data I Event | Other | All |
A . MName AccessTotalsGenre -
?:-«-.- ... | [Control Source =Count([Genre]] |I[E]D
) — Format
5= Add a group 2 A | [Drecimal Places Auto
Visible Yes
Text Format Plain Text
Datasheet Caption
Width 1.4583"
Height 0.2292"
Top 0.0035"
Left 0.25"




Add an Unbound Control

The Count works, but it would be easier to
understand this Report if there was a Label that
said what that number meant. A Label, like the
Calculated Control, is Unbound: it does not look
up the data in a Table or Query.

uary

Before you Begin: Move the Control
Select the Control in the Genre Footer.
Move the Control to make room for the Label.

8. Try it: Add a Label to the Group Footer
Go to Report Design Tools ->Design-
>Controls.

Choose a Control: Label.

Go to the Genre Footer.

Click and Draw a Label.

Try This, Too: Edit the Label Properties
Name: GenreTotalLabel

Caption: Count of Movies by Genre.

Width: 2'

Height: 0.2188 (that is default for this type size).
Top: 0"

Left: 0.125

Keep going...

Report Design Tools ->Design->Controls->Label

dn- - T ot e Voo S T PR - - eee

_13] ] K Coton i85 m 2 f“_"' ﬂ ~4 .;J 3

v e (G50 o |88 A8 QO o im i & 8

A Accey r.:" ‘:;).-n-m-“m """"_“k” e G Tt E R U [

:;-.- z | 8 Bapet mensnr : E .

’:“ Movies by Genreg [ { :--n Dot | tremt Cmf --

D o enpree ||| # Detail

. : N Movie

Quesies e I | EEEE e .

= @ Detas J # Genre Foot

B o gsmres | - (| EOLUTTECE MO |::{=Count([Genre])

- empree | ||| # Page Footer

- P

: Property Sheet x
R Selection type: Label

Reports i

: —— —— . GenreTotallabel |E|

l’ a A)I:T“’-' i A on op More »

e . |Fnrmat| Diata I Event | Dther| All |
6= Add a group 21 Add a sont
Mame GenreTotallabel -
Ceisgn verm Caption Count of Movies by Genre |_|
The new Label has an exclamation Wisible Yes
point. This alert says that the Label Width 2
is not Associated with a Control. You | Height 0.2188"
can bind it to the AccessTotalGenre. | Top 0
Left 0.125°
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Report Design Tools ->Design->Views-> View->Print Preview
Preview the Results g --.. Covate Mwmn. :c-».ol:oo;w’.?.. . " . : \ - S
: 9. Try it: Preview the Report - : .r | it ..: v {? O I IIAY-NEES .
Go to Report Design Tools ->Design- : , weoreqesagamgl (et e b AT 9
>Views. P [ 3 sovtimans | 13 s vy Gotere

o

Select a View: Print Preview.
Movies by Genre

What Do You See? The Label is visible in the
Genre Footer, next to the Count of the Genre.

Do This, Now: Save the Report.
Go to File->Save.

Diaster
Keep going...Let's add a Total for the Report‘. Alive (1993)
Count of Movies by Genre 1
Documentary

Along Came a Spider (2001)
Believers, The (1987)
Hurricane (1999)

Women in Film (2001)

Count of Movies by Genre 4
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5 Edit the Report Footer
Footer to Count the Records in that

Group. The Report Totals are added to
the Report Footer. Here are the steps.

Before You Begin: Change the View
Close the Print Preview, please. The
Report should be open in Design View.

1. Try it: Edit the Report Footer
Select the Report Footer.

Edit the Following Property:
Height: 0.5"

What Do You See? There should be a
Report Footer at the bottom.

Keep going...

Each Group has a separate Footer. We
added a Calculated Control to the Group

e
farale [ELETE T

Report Design Tools ->Design->Tools->Property Sheet
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Add a Text Box to the Footer

A Calculated Control is a Text Box with an
Expression for the Control Source.

2. Try it: Add a Text Box to the Footer

Movies by Genre is still open in Design View.

Go to Report Design Tools ->Design.
Select a Control: Text Box.

Click in the Report Footer.

Draw a Text Box.

What Do You See? There should be a new,
unbound Control in the Report Footer.

Keep going...

Report Design Tools ->Design->Controls->Text Box
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Edit the Text Box Properties
3. Try it: Edit the Text Box Properties
The unbound Text Box is still selected.
Edit the following Properties:

Name: ReportTotalsGenre

Control Source: =Count([Genre])

=
4
3

Try This, Too: Edit the Label
Select the Text Box Label.
Edit the following Properties:
Name: ReportTotalsLabel.
Label: Total Count by Genre.

What Do You See? This Calculated Control
looks likes it is ready. Let's see if it sings.

Keep going...

Report Design Tools ->Design->Tools->Property Sheet

L i
ot Ceate  DtemDats  Cutsbise Vool | Deign  Aveage  Format  Page Setip

A}J‘JA&\- G| X votun + e . s dBLese L. =T
o e (Ao« G000 5 e ownes | | Aa Property Sheet
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See the Report in Print Preview
The Report Totals are placed at the end of the
Report. Let's see how this worked.

4. Try it: Preview the Report

Go to Report Design Tools ->Design-
>Views.

Select a View: Print Preview.

Use the Record Selectors to go to the last
page of this Report to see the Report Totals.

What Do You See? The last Group in the
Report is Westerns. There is only 1 Record in
the Western Group.

The Total Count is 374. That is the same
number of Records we got when we ran the
Query, MovieSQ, and reviewed the results at
the beginning of this lesson.

Do This, Now: Save the Report.
Go to File->Save.

OK, get a cookie!

Report Design Tools ->Design->Views-> View->Print Preview
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Practice Activities

Lesson 9: One to Many in Report Design

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been working on.

Or, you may download Brown Bag Lunch ver9.accdb.

. Begin the Report Wizard. Choose the record source: temSQ Query.

. Select all available fields EXCEPT ProductID.

. Select Grouping by Specialty, then Grouping by Type.

. Sort ltems in Ascending Order.

. Select Layout: Stepped.

. Enter the Title: Products by Specialty. Finish the Wizard and Preview the Report.

0o N O g A~ W DN

. Close the Preview and go to Design View.
9. Use the Group & Sort command. Add the option With a Footer Section.

10. Edit the options for totals:
Total on: Specialty
Type: Count Value

Show Subtotals in Group Footer

11. In the Group Footer (ie. Specialty Footer) add an Unbound label next to the Control.
Change the text to say Count of Products by Specialty. In the Property Sheet, change the

name to SpecialtyTotalLabel.

12. Select the Report Footer. Add an Unbound control. Add the control =COUNT([Specialty])
13. In the Property Sheet, change the name to ReportTotalLabel. Change the caption to Total
County by Specialty.

14. Preview the Report. Save the Report.

15. Save and Close the database.
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Test Yourself

1. Which criteria Filters out all blank records for
that Field?

A. Is Not Null

B. No Blanks

C. Is Not Empty

Tip: Intermediate Access, page 228

2. Which Report Options let you represent the
one-to-many relationship?

A. Options

B. Grouping

C. Header

D. Priority

Tip: Intermediate Access, page 231

3. Which of the following is a part of an Access
Report? (Give all correct answers.)

A. Report Header

B. Page Header

C. Group Header (i.e. Genre Header)

D. Detall

E. Page Footer

F. Report Footer

G. Group Footer

Tip: Intermediate Access, page 237
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4. Which is true about Access Reports?

(Give all correct answers.)

A. The Group, Sort and Total shows Group Totals
B. The Group Footer includes the Group, Sort and
Total command

Tip: Intermediate Access, page 237, 238

5. A Label must always be attached to a Field and
a Record Source.

A. True

B. False

Tip: Intermediate Access, page 243




Access 2010: One to Many in Report Design

Report Design Options

Intermediate Access Objectives
In this lesson, you will learn how to:

Creste foteonn Durs Dutunmie Toak

Besipn

Avorge | S ormat Page Senp

1. Apply Report Design options including bt e BEE % U3 ":."j;"‘ o ﬂ : ? 5
Theme, Logo, and a Background Image. m‘:""'m - 3':_4_3! 7 ""’"-E‘i‘g a

2. Add Page Breaks and Page Numbers. i . e i

3. Apply Conditional Formatting to the data. | - . 3 e e
4. Program a Command Button to open a e —

Form OnClick and format the Shape.

© 2012 Comma Productions, LLC
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4“3 Lesson 10 : Report Design and Formatting

E Report Design Tools->Design

1. Readings =] A
: Read Lesson 10 in the Intermediate Access B Colors - Z Totals I XYZ
abll Ag [ [ ] NE

guide, page 251-275. i -
View | Themes Fonts = g{rgug {2 Hide Details
- = -

i

Project . .

A Report with Conditional Formatting as LT Themes Grouping & Totals Contrals
well as a Command Button that opens a iJ lJ

Form with an OnClick Event.

Report Design Tools->Format
Downloads

FrontRowVideo Int10.accdb Formatting - = Ly I_T'_J) J_Ili_l S22 Shape Fill -

popcorn1.gif, popcorn2.gif, E_? Shape Outline =

- T ~ . — . [ ]
Qogcorn3.glf % 9 y | :—-'3' _-_'3'1'3' Background —It-:anat-: Quick Change L.-:un-:lltl-:!nal . . t_‘)
opcorn4.gif. movies?.aif. : S Image~ FRow Color~ | Styles~ Shape* Formatting ‘=& Shape Effects ; Y

Numb Back d Control Formatti
umoer iJ dCKgroun EJ iJ iJ ontrol Formatting lJ 5 ;
BBL Int ver10.accdb - : ;
BB Customers Logo.jpg Men u Maps B
Brown Bag Logo.jpg . . .
: : : From the Report Design Tools->Design Ribbon
Lunch1 _q!f, Lunchz2.gif, Lunch3.gif, 1. Report Design Tools->Design->Themes, page 257
Lunch4.gif 2. Report Design Tools ->Design->Views-> View->Print Preview, page 262
2. Practice From the Report Design Tools->Format
Do the Practice Activity on page 276. 1. Report Design Tools->Format->Conditional Formatting->Shape Fill, page 258
2. Report Design Tools->Format->Conditional Formatting->Shape Outline, page 258
3. Report Design Tools->Format->Background->Background Image, page 263
3. Assessment 4. Report Design Tools->Format->Control Formatting->Conditional Formatting, page 264
Review the Test questions on page 277. 5. Report Design Tools ->Format->Control Formatting->Change Shape, page 272
6. Report Design Tools ->Format->Control Formatting->Quick Styles, page 273
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r @ Report De3|gn and Formatting

Designing Reports

The Report may be the only part of your Mighty Access database that your customers
ever see. Like a stage play, most of the database is "backstage." This lesson uses the
Report Tools to format your printouts. Many of the options are similar to the ones we
used earlier in the Form Design. Reports, like Forms, can have Command Buttons, too.
Our report will have a Command Button that opens a Form.

Microsoft Access 2010: Example of a Microsoft Access Report

Genre
Action

2| Jump Street (201 1)
Ages Batman Begins (2005)

O+ STORMTROOPER” e
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What Are the Objectives?

Microsoft Access 2010 has an impressive array
of Report Design Tools. This lesson will use the
Design and Format Ribbons.

Apply Report Design Options:
Apply a Theme to the Report
Edit the Color and Fonts

Insert a Page Break

Format the Page Numbers

Apply Report Format Options:

Apply a background image to the Report
Add a Shape

Apply Conditional Formatting to the data

That's the plan.
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Microsoft Access 2010: Example of a Microsoft Access Report
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start -> All Programs ->Microsoft Office.
Click on Microsoft Office Access 2010.

uary

Access will prompt you to open a database. This
lesson uses the database that was programmed in
the previous lesson. You can continue with the
same database if you wish.

The FrontRowVideo Int10.accdb database has:
Five Tables: tbICustomers, tbiGenre, tbIMovies,
tbIMovieSearch and tbIRating.

Six Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ, MovieSQ,
MovieSearchSQ and RatingSearchSQ.

Five Forms: Customers, Movies, MovieSearch,
MovieSearchSubform and the Switchboard.

Three Reports: Customer Name. Movies by
Genre, and Movies by Year.

Memo to Self: Click Enable Content if you see
the Security Warning.
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Start -> All Programs ->Microsoft Office-> Microsoft Office Access 2010
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Home ->Views->View->Design View
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H —— Civate Eotows Duts  Cutadane Tookt Cergn
Review the Report _ B s ' L O D% R
The last time we left our hero., the Movies by - s e [ aeoan Nl As i 1 [M] s = raismmepid > O
Genre Report, the basic design was complete. . ... " . T T s v I - SRR 1
A3 accwss Comets D e @ s oy e R Y v v
SA0OA. 3 ' ' : ' ) r S N . N o Joetentpe Report
1. Try it: Review the Report Design = 3 [ : 2ros .
Go to All Access Objects->Reports. e Movies Fy Genr%i ’ ‘ ] ‘ e —
Select a Report: Movies by Genre. —_ Caghen ower by Goree
T oadow U —— T T T T :Ndl “
Try This, Now: Change the View: :_:' O 5,’:?:.':2' - -
Go to Home ->Views->View->Design View. e snme roe__ pana
The Report Design Tools should be available. | . . - - Pt Motne "
- l'ﬁ'mh:" e T
What Do You See? This Report has Sections: | = " o
Report Header: There is a label. T g,:'..“?." s
R e S ™
e JETSS ‘lru:tw--- .‘fc-vmc
Pfage Header: These labels repeat at the top : - Property Sheet x
ot every page. E Selection type: Report
Sepets -
Genre Header: Only the Genre Field. am— E = dr [ |REPDI’t |E||
This is the One in the One-to-Many. - 1
= | — |Furmat| Data | Event | Dtherl All
Detail: The Movie and Rating Records. Record Source MoviesQ =
This is the Many in the One-to-Many. Devgn vew 7 Caption Mavies by Genre 3
G Pop Up Mo
Page Footer: The Date and Page Number Modal Mo
repeat at the bottom of every page. Default View Repaort View
Allow Report View Yes
Allow Layout View Yes
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5.1. Create reports: Use Report Design Tools
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Apply A Theme

2. Try it: Apply a Theme to a Report
Go to Report Design Tools->Design-
>Themes

Select a Theme: Solstice

uary

What Do You See? A Theme formats the
Color as well as the Fonts for the Report.

What Else Do You See? Some Fonts may
make the Text in the Labels too large to fit. You
can resize the Labels if you wish.

Made You Look: The Theme will be applied to
the Switchboard Form as well as the Report.
Each Theme has a different way of formatting
the Command Buttons.

Keep going...

Report Design Tools->Design->Themes
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Report Design Tools->Format->Conditional Formatting->Shape Fill
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T W——T—————— v
Mod ify a Theme [ I Covate uwmnl :u-n".chul Cergn ‘I"" #ormat Page Setvp = T - °
3. Try it: Modify the Theme Colors ae s B e em o m R 80 Ko ..

The Report is still open in Design View. - " M e cmaaromany il 3

Select the Report Header.

Go to Report Design Tools->Format.

Go to Conditional Formatting->Shape Fill.
Select a Fill Color: red.

Select the Label in the Report Header.

Go to Report Design Tools->Format.

Go to Conditional Formatting->Shape Fill.
Select a Fill Color: red.

The Label in the Report Header is selected.
Go to Report Design Tools->Format.
Go to Conditional Formatting->Shape Outline.

Select an Outline Color: orange.

The Label in the Report Header is selected.
Go to Report Design Tools->Format->Font.
Select a Font Color: white.

Keep going...

Genre

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.2. Apply Report Design options: Format the Header/Footer
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Find the Page Numbers
Page Numbers were added to the Page Footer
as we walked through the Report Wizard.

4. Try it: Find the Page Numbers

The Report is still open in Design View.

Select the Page Number Control in the Page
Footer. It is a Text Box.

Go to Report Design Tools->Design->Tools.
Go to Property Sheet->All->Control Source.

What Do You See? The Page Numbers are
displayed in a Text Box that has an Expression
for the Control Source.

The Expression for the Pages Numbers is:
="Page " & [Page] & " of " & [Pages]

Keep going...

Report Design Tools->Design->Tools->Property Sheet

W9
it Civate Eutesnst Data Sutanmie Yook Cotpn Avange ¥ ormat Page tup

3 ™ 2 y
a \ - . 1 ' o I G Sans AT Detad "o EiE
J | ¥ " - N
Vi Pacte - 9 -
- - L . 4 XK Ovene « B/U A &2 Em3
Viewn pbeed . 3o & PO Betordhy P Ted Fprmattng
A Acoess Oty  ~ = [u Mewrs by comwe | T Mbennetomen Propanty Deet
aron 2 . : » ' . . . ' e Jelecion type: Tedt Bow
5 s ||l napent viess Testi0 -
0 - - } Pormet| Cuts | tvemt | O M
Jas ] | ama Teati0 -
| Centrel Sounte - BPept & of A Page] el
o
= ‘ P opemat
0 = | - - Do Paces R
| [ Y - e e
0 == | } Tert Pormat o Tre
@ Carve Header Datwirert Cnpten
Qi aan 1)
P | gt o
2 | @ Datad Top 01667
- | Maorvw Year Ratng Len Lo
. ok ye e
2 ‘ 1L & Gorwe Fonter Back Cote Lot pransy
| t ( ([ G Borcer Ry Tisnipasre
b | 'de z y Borger wian arire
- | r_"l!.:"‘ Borger Cotor Batigroend 1, Darker 398
P nngien -} o N0 ar
fommm -] Puge * & [Page] & of * & [Pages | S0t fan e
"3t Hame 8 Sara T Dt
oo | . faot
A co | = Vot st n
3 w rF——— Tea down -
= - e 4 el
. 13m¢ Ungemrn ~
+ ot Ras )
[ Tesl &, Laghter 29%
e lpaong ¢
-k oenra ~

Property Sheet
Selection type: Text Box
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Control Source
Format

Visible
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Auto
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Report Design Tools->Design->Tools->Property Sheet

L Hi

BU"""“W = R0
Edit the Expression — Home Came v::nu::u. Cutanace 1ok Oesgn | Awpnge Format  Poge Setp i — S @
This Expression is similar to ones we created @ ,,?‘3:‘: ;‘f:m 13 BB Ag =l (@[T - ol Mﬂ“_;;‘_ }:}:,
earlier in various Select Queries. You can edit Sl FEERERPESE " YECEHiE 777'7ﬁ:"j;;if‘;";: s TR o 5
the text between the quotation marks if you wish. [« 1 e e ] e
.ﬁ ,,,,,,,,,,,, - — Testit -

5. Try it: Find the Page Number Properties o — I =
The Movies by Genre Report is in Design View B e o ot cpamsme s G + P o P <8 Comwtome g ol
and the Page Number Control is selected. T maseisns | TG AP e ot . g
Go to Property Sheet->All. e | L T
Click on Control Source. P o 1, o on
Click on the 3-Dot Builder. o s = Lo
The Code Builder should open. S ue fesuntone teapeeei

& e prees
Try This, Too: Edit the Expression - T
Type Movies by Genre Report between the ; o -
quote marks as follows: - e

B Monttenchiuantom ::n Lghter 29%
="Movies by Genre Report: Page " & [Page] & " | o —
of " & [Pages] e A

4 vl Enter an Expression to areate a caloulated control:

Where the Expression is one sentence without
line breaks as may be printed in the preceding _ - —
paragraph, above. | ="Movies by Genre Report: Page ™ & [Page] & " of " & [Pages]| QK

(Examples of expressions indude [feld1] + [fieldZ] and [field1] < 5)

You should return to the Report in Design View. Help

Lok |

Cancel
Click OK to close the Expression Builder.
[<<less |

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.2. Apply Report Design options: Insert a Page Break
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Report Design Tools->Design->Tools->Property Sheet
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LE - 9ot e Vodeg TR ' —_ ”llll'“ et Os .,'..I._m; ]
Add a Page Break — A - Coeate :\.': aDus  Sutsnme Tooh eign | Amsage  Formet | Pege Seno - — . - Q
You can use a Page Break to make each new . 3 e e B A= QT D am M LSE
Genre begin at the top of the next Section. SR e o~ = T "“"J.‘..’;",":f”" s RS e W 6
There are two ways to add a Page Break to a A3 Accens Ctyects IJ Swtcrmes | 19 Mo vy Game | Lol
Report: a Page Break Control or selecting that - Lo e -

option in the Property Sheet.

Formet | Cote | Lvet | OWer | A8

Movies by Genre

Go to Property Sheet->Format.

This example will use the Property Sheet to B Sattutons i S — p—
add a Page Break AFTER the Genre Footer e = Property Sheet X
Section. - e Genre Selection type: Section
9 @ Detas
g r— o GroupFooterl |Z|
6. Try it: Add a Page Break P s o] ComntifGeove]
The Movies by Genre Report is in Design S= @ et Format | pata | Event | Other | Al |
V|eW 1:-. PN V b| "||'
Select a Section: Genre Footer. + Shueant, H's_' hi UE25504'
The Genre Footer bar should be black. 3 v £l :
- . Back Color Background 1
1 Alternate Back Color Background 1, Darker 5%
.
o -
m »

. . Special Effect Flat

Edit Force New Page: After Section. Auto Height Yes
Can Grow Yes

That should do it. Can Shrink Yes
Display When Always

Do This, Now: Save the Report Keep Together Yes

Go to File->Save. Force Mew Page After Section| []
Mew Row Or Col Mone

Keep going... Before Section

Before & After

Exam 77-885: Microsoft Access 2010
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@ Report Design Tools ->Design->Views-> View->Print Preview
@ o an

uary

Preview the Report . e — e L

The proof is in the pudding. Let's look at this :f L, = rasaons | TR eee e ,:; 5 R Wl V) Y =2 e L-»H..

Report as a User would see it: Print Preview. B e e s i M 0 7
Al Access Ctyect o[ T stiransa ' 10 s oy Gaver

7. Try it: Preview the Report — 3 ) ‘

Go to Report Design Tools ->Design->Views. | =~ =—— '

Select a View: Print Preview. Genre Maovie

What Do You See? Each Genre begins a new Documentary

Section at the top of a page. : S
-rovne Along Came a Spider (2001)
What Else Do You See? The Page Number in ey .
the Genre Footer should include our edits. 4 Believers, The (1987)
3 Hurricane (1999)
Not bad. Not bad. =
: B

Women in Film (2001)

Count of Movies by Genre 4

TR — Mowies by Genre Report: Page 6 of 25

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.2. Apply Report Design options: Add Page Numbers
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@ Report Design Tools->Format->Background->Background Image

E (& e e
Add a Background Image Bl -~ o teesonm ... Cepn  Avange _.‘-.. RIS S— -9

: As we mentioned at the beginning of this ="~~~ s : j
lesson, the Report may be the only part of . e o | S s e 1
your Mighty Access Database that your A4 Access Obyects [3 ........‘- ----- H § a _ Background| Alternate Qui
customers or coworkers see. Dress it up! = _' = Image~ |Row Color Style

o

Reports, like Forms, can be branded with
images. Here are the steps to add a
Background Image to this Report.

fuuuur

Before You Begin: Change the View
Close the Print Preview, please.

The Report should be in Design View,
now.

Moviesl

1. Try it: Add a Background Image
Go to Report Design Tools->Format.
Go to Background->Background
Image.

Browse for an Image: popcorn4.jpg.
Click OK.

b /
# Report Header

MU AN GGG
28 3 2 <

A

u.f;

What Do You See? The popcorn image
should be behind the Controls and Labels.

SGenre

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.4. Apply Report Format options: Apply a Background Image to a Report
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Use Conditional Formatting
Conditional Formatting changes the Font
Color of the Control depending on the Rules
that you set up. You can use Conditional
Formatting in a Report as well as in a Form.

This Rule will be applied to the Rating data,
as we did earlier on the
MovieSearchSubform.

2. Try it: Use Conditional Formatting
The Report is still open in Design View.
Select the Rating Control in the Detail
Section.

Go to Report Design Tools->Format.
Go to Control Formatting.

Click on Conditional Formatting.

What Do You See? The Conditional
Formatting Rule Manager will prompt you to
create a New Rule.

Keep going...

Exam 77-885: Microsoft Access 2010

Report Design Tools->Format->Control Formatting->Conditional Formatting

@Fga- s
- - fteins O s erige e it | Page ey Q
—— Shase F
» tanng ¢ GamMIDess 18 r, ay Shape
e AL sape Ovtine
X Sereat A »J . . 5 . Lackgrrura Constrona
3 i A EmD " e
Sebrction Fort Vormbr Back oround Control formating
Al Access Obests Ly = w‘,m M by Lrvwe Property Sheet
~— r 5 n . > S % a Seden e Ted B
Ty, Fating -
T mecunmomer tomat| Date | twert [ e 4
T weernwe P — hame Fateg
~ Commal Seurce Ratng
T mttoves ey s
T matovetomn Drcomal iy v
I aeseg

e onditional Formatis

E

2

: Show formatting rules for: |p_aﬁng |z"

- : "gﬂew Rule EH Edit Rule >( Delete Rule a v

Ej Rule (applied in order shown) Format
E

5. Designing Reports
5.4. Apply Report Format options: Use Conditional Formatting
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Report Design Tools->Format->Control Formatting->Conditional Formatting

e oS ————— = T ]
Edit the Formatting Rule BER - o e i o e s N
Each value in the Rating data will be s e e e
assigned a different color. i

A hooris Clytcts.  ~ = Jith
3. Try it: Edit the Formatting Rule *:: £ [T IR e DL O KR KK =
Field Value is: equal to . vl
Enter the Rating: G g—— :
Format the color: green D madparionn » e R S e et

el = S
Keep going... el ([ I P "-:."" -

. T 1N a=l" %m %I:w-dl.

Memo to Self: Be consistent. We used 3 o B sstomne Buede ke apirys
Conditional Formatting in the Movie B asimpinantic ' il Bt Backgrmund, Dutar

Search Subform. It is OK to match the Form

. Tl Cwitgamii | Pent fcr
colors in the Report. = ol
Feed Wrig
T aseataae - . Fard vaddimnr
Uty pech - Peni Baic
a2 F FRacant Calors Porn Colat
T . ™ Lme Sparng
= ~ B e Colmn =g :"'“
[ — il m ] ee—— " wﬂvdﬂhm i
Geicas B, sl Yot 2= il
[ QTTSEITY T = Grlirg iyt Top
| i o e ¥ A T M - X s )
[T QTS H Goalii A7 LT
by e Gl T2y Rt

Edit the rule description:
Format only cells where the:

A
.—.
|Field Value Is |E“ |equalto |E|| |G

Q. Preview: AaBbCCYyZz B I U =

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.4. Apply Report Format options: Use Conditional Formatting
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Add More Rules

4. Try it: Add More Rules
Add a Rule for the PG Rating
Click on New Rule.

Field Value is: equal to

Enter the Rating: PG

Format the color: orange

Add a Rule for the R Rating
Click on New Rule.

Field Value is: equal to

Enter the Rating: R

Format the color: red

Show formatting rule for Rating:

There should be three rules.

Click OK. Keeeeeep going.

Report Design Tools->Format->Control Formatting->Conditional Formatting

] e e e ———— e e————= ]
_ sy CopMy Obpemlet  DEsbeeTet | Dwpgs  Amaagr | Bpmy | g Lot = i
9 g o| sammiowa  cln - . &  E= i hﬂ i:::ﬂ"*

] deert am BrE (A2 |EEE 3% o0 SOarm et ok Cuser e L e

Hindes Fenl U 4

A hcoess. Dixjects | Fer—— [Tr—— X
[

T matuntomer

Jiii QST

Juia [ YR

N i s

O s S Checs vaiam 1 e e recoed o ae B aGreOn

fan QSRS Lo b o reow iy

Guerien (| e n

% | Conditional Formatting

e

3 || Show formatting rules for: |Raﬁng IE“

5w —

o !“gﬂewmlei ’Z{’Edjtﬂule l ’}(geleteﬁule ] B |

El e S

g Rule (applied in order shown) Format

oo Value = G AaBbCcYyZz
[ Pe———

| e _

- Value = PG

e

Value =R AaBbCcYyZz

Orign

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.4. Apply Report Format options: Use Conditional Formatting

Comma Training Page 266



uary

e

Print Preview the Formatting
5. Try it: Preview the Report

Go to Report Design Tools ->Design->Views.

Select a View: Print Preview.

What Do You See? Each Genre begins a new
Section at the top of a page. The Count in each
Section is shown in the Genre Footer.

What Else Do You See? The Rating data is
formatted according to the Conditional
Formatting Rules: G is green, R is red.

Please Close the Print Preview.

Report Design Tools ->Design->Views-> View->Print Preview

Count of Movies by Genre 13

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.4. Apply Report Format options: Use Conditional Formatting
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Designing for Users

A Report is a snapshot, at best, of the data.

A Command button can open the Movie
Search Form so that Users can look up the
answer. The Command Button in this
example will use a Macro to open the
MovieSearch Form. We will also format the
Command Button with Quick Styles.

1. Try it: Create a Macro

Go to Create ->Macros and Code->Macro.

What Do You See? The Macro Window
should open. The Action Catalog is on the
left. It lists many things you can program:

Data Entry Operations
Data Import/Export
Database Objects

Filter Query Search

Macro Commands
System Commands

User Interface Commands
Windows Management

Keep going...
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Create ->Macros and Code->Macro
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Macro Tools ->Design->Tools->Run
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Program the Macro S‘; m— T T .
2. Try This: Program the Macro  Boeweamonnwvmtee = = = = “L el
Go to the Action Catalogue. S =l 2
Go to Database Objects. M access Cteets+ o[ 18 atomes o .2 mnmrs Q] acson cotaey -
Double Click an Action: OpenForm = 2 - comsem x £
—— Form Mame  MoverSearch =) ~ - "-w:.":-
. . T weceree A k= o
The OpenForm Action will promptyouto | = ... i 2 -
select the following from the list: 0 wasonasous S = ||
Form Name: MovieSearch — : esom tsse Wosms ~ | BE——n
;—'b\‘v' s .‘ % ‘ undels Paameien 5 : h‘“'",“"_"“
Do This, Now: Save the Macro . — aremsrs
- Cpard sem
Go to File->Save. » _ = ¥ Svumbsen
Enter a name: OpenSearchMovie -4 il Movies WGE“'*W ¥ nmnm_ rricams
formm
. 3
Now, Try This: Run the Macro 2 | |E OpenForm
G(_) to Macro T'ools ->Design->Tools. jﬂ : Form Name | MovieSearch
Click on Run (!) - _
gl Wiew |Form
. . a4
What Do You See? Did the Movie Search |, Filter Name
Form open? Then it worked. .
Where Condition =
Please Close the Movie Search Form. Data Mode
Close the Macro barey

Window Mode |MNormal

Keep going...

dF | Add New Action (]
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Add a Command Button

This Command Button will be added to the
Report Header. In the Properties, the new Macro
will be added to the OnClick Event.

Before You Begin: The Movies by Genre Report
is in Design View. The Report Tools are available.

3. Try This: Add a Command Button

Go to Report Design Tools ->Design->Controls.

Click on Command Button.
Click in the Report Header.
You should see a new, unbound Button.

Try This, Too: Edit the Command Button
The Command Button is selected.

Go to Property Sheet->All. Edit the following:
Name: SearchMovie

Caption: Search the Movies

Width: 1.5

Height:0.25

Top: 0.25

Left: 2.25

Keep going...

Report Design Tools ->Design->Tools->Property Sheet

Fetens Data

o
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Add the OnClick Event
4. Try it: Add the OnClick Event
The Command Button is selected.
Go to Property Sheet->Event.
Click on: On Click.

What Do You See? The OpenSearchMovie
Macro is on the list.

Select a Macro: OpenSearchMovie.

Do This, Now: Save, Save, Save.
Go to File->Save.

Report Design Tools ->Design->Tools->Property Sheet->Event

iiid Ll

Ustowsi Dats  OutsbaseTools | Oeign | Ammage  Format  Poge Setup =@
3 A] o id : - &l Y Wen 3 =9
- ,;;'] gl B A=QO A 2 aw ‘.,..g.“ = 8
p s Al femy - B Sem IS hoe v “ amages  Member Ay 0w and Teme fwids | Shert Ovem B 4
Vi Themey rwvpeng & tele HEIIITLLS Mﬁfgﬂ.—_&““‘_a“_‘ A_.;_.:‘,‘:_,',’L‘L*_ Toohy
A3 Accers Otyects [ 18 s o come R RSB I TR vy
—— ") " - : . . ~ S s . . o Medentpe Commind Butten
Tabdes ‘ LenSMove -
T mecuntomen | = [
D e ] Movies by Genre grrem—y e —
| Om Got Paan Vvt P aindar
O et [ - Lo Pocws
0D sadowesosch | 2 DB Che
} " o M Mavie Down
30 osaeg i } On Moste U
Queries :u»mum
P o | iy
e ™ ey P
: . % Movee Year Ratwg On toter
|
; - : Coaminret Property Sheet =
e | Selection type: Command Button
N = _
B oo [| | @ anpent raste SearchMovie |E|
= B t 3: Count{|Genre]
4 | |Format | Data | Event |Other | ANl |
» !
R | . .
- ! On Click OpenSearchMovie |« [
PR—— On Got Focous [Event Procedure]
Gapon Gemes * whAmED ¥ . Mo b On Lost Focus OpensearchMovie
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Maia o funien e LR s )
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Report Design Tools ->Format->Control Formatting->Change Shape

e —————
Change the Shape of the Button s e e e — -
A Command Button is a Shape. The default e e e S == i T

Shape for a Command Button is a rectangle with iini i

”
ol BT S~ Bnepe <~ thape e 5
Pt toid 3 rurad .
rounded corners. The Shape can also be a circle |srwi o~ [Mmmmmene ﬁ'mﬂ—
- - 3 . r] Seetan type Command Boflon

L Hi

or a rectangle with one corner snipped. e s § T e ' s == -
3 :"' Movies by Genre m ::” e Io: = ,.:,,
Look at the Label in the Report Header: it is a D watower 3y ; gt _______ /it S Mt
rectangle that is red with an outline. Let's format | & = | B o T B —
the Command to match it. el — : f ‘ e o
.p " - Cenre i | :: :;
. o ¢ || @ Detset - Tep (.:s
5. Try it: Change the Shape of the Button 3 \ Fove Yewr | Rateg - = —
The Command Button is selected. P srtanrn : gy T a T "
Go to Report Design Tools ->Format. ; R e rpuren : Sore g R -~
Go to Control Formatting->Change Shape. o — B ﬁ Shape Fill =
Choose a Shape: Rectangle. 2 g - D 1= | é EEI
= - == [ Shape Outline ~
K . = TP *'D-g _;_'1'3 Background Alternate Guick [Change|Conditional —
eep going... B e R Image~ FRow Color~ | Styles v |Shape *| Formatting =& Shape Effects -
- Background (l
a N J ()
C Property
? ovel : p | f \ m m m Selection
Searchh
\ /"m
4%
Search the Movies Mame
Cantinr
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Apply Quick Styles to a Shape
Microsoft Office 2010 has a rich gallery of
Quick Styles in Word, Excel, PowerPoint,
Outlook and Access.

uary

Quick Styles edit the Shape Outline, Fill and
Effects. It is fun to find the Quick Styles and
apply them to a Command Button in Access.

Here are the steps to format a Command
Button with Quick Styles. Have fun!

6. Try it: Apply Quick Styles to a Shape
The Command Button is selected.

Go to Report Design Tools ->Format.

Go to Control Formatting->Quick Styles.
Choose a Quick Style: Intense Effect-Red,
Accent 3.

Soo000, how does it look?

Report Design Tools ->Format->Control Formatting->Quick Styles

e I e " =~ -t
Mame  Crwte  DewaiDats Outabace Yook Design  Aveage | Format  Puge Setup =@
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2 Sewciowe ¢ Gl e AT Detad - 81 e J . g 4 s
g ' G 2B e 820
S Selen a2 BIUADEEE %0 B3 Setvem g e o Shape titea -
et hun o LT 7
(e e () (<) ~ (0 (& &
| = » ' ' : - _
| T —, -
| Tobies C] n ' . [
3w - ~a
T e
3 e B0 A

00000
B0
8 (;
80>
L+ I
[+ NS
B
—

e e————
v Counti[Geree])

T

. == L :
[ 3¢ g n Shape Fill =
—e - @ = W ke
B vevcts == [ shape Outline ~
B oveserny ¥ | '5:'-3 ;'3'_3 Background Alternate Quick |Change Conditional —
El Image = Row Color Shape~ Formatting =¥ Shape Effects -
[ e Number | Background ||

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.4. Apply Report Format options: Apply Quick Styles to a Shape

Comma Training Page 273



S

Try the Command Button

Before You Begin: Change the View

This Command Button works in the Report View,
not the Design View or the Print Preview.

uary

Go to Report Design Tools ->Design->Views.
Select a View: Report View.

7. Try This: Open the Movie Search Form
The Report has a Command Button in the

Header.
Click on: Search the Movies.

What Do You See? Did the Movie Search Form
Open? Really?

Well, you might as well Save it if it worked.
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Report Design Tools ->Design->Views-> View->Report View
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One-to-Many Designs
The Intermediate Guide to Microsoft
Access 2010 began with a simple
Access database: two Tables, two
Forms and Two Reports. In just ten
lessons we have programmed:

uary

A Combo Box to filter the Movies
(One Rating from Many in tblRating)

A Movie Search Form that uses two
synchronized Combo Boxes to look up
Movies. This Form has a Subform to
represent the one-to-many
relationship. (One Rating many
Movies)

A Switchboard that uses Command
Buttons to open Forms and Reports

Finally, many of the same options
were designed into several Reports.

You done good. You get the cookie!
Please join me for the Advanced
Guide to Microsoft Access 2010 where
we get down to business: working with
money.
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MDVlES b Gen re Search the Movies

Rating |PG = Genre  [Family -
MovieSearchSubform
Movie - Rating - Genre &

Fly Away Home (1996) PG Family
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[ Harry Potter and the Goblet of Fire (2005) PG Family
[ Harry Potter and the Prisoner of Azkaban (2004) PG Family
B Harry Potter and the Sorcerer's Stone (2001) PG Family
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Practice Activities

Lesson 10: Report Design Options

Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on. Or, you may download
BBL Int ver10.accdb.

2. Open the Report Products by Specialty. Go to Design View.

3. Apply a Theme of your choice to the Report.

4. Modify the Theme by changing the following with colors of your choice:
Report Header back color

Fill color, outline color, and font (fore) color of the Report Header Label
5. Force a New Page after the Specialty Footer Section.

6. Add a background image: Lunch2.gif

7. Add Conditional Formatting to the Specialty column as follows:
Gluten Free has orange text
Vegetarian has green text

Low-Fat has pink text
8. Create a Macro that opens the Form Product Search. Name the Macro:
ProductSearchForm.

9. Add a Command Button to the Report Header with the text Search Products. Use the
Macro ProductSearchForm.

10. Change the Search Products button’s shape and apply a Quick Style of your choice.
11. Test the Command Button. Does it open the Product Search Form?

12. Save the Report.
13. Save and Close the database.
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Test Yourself

1. After applying a Theme, you cannot edit the
colors of items on the Report.

A. True

B. False

Tip: Intermediate Access, page 258

2. Which are methods of adding a page break?
(Give all correct answers.)

A. Insert a Page Break Control

B. Use the Property Sheet

Tip: Intermediate Access, page 261

3. Which Ribbon as the command for adding a
background image?

A. Report Design Tools-> Design

B. Report Design Tools-> Arrange

C. Report Design Tools-> Page Set Up

D. Report Design Tools-> Format

Tip: Intermediate Access, page 263

Comma Training Page 277

4. Which tool is used to create a Command
button on a Report that opens a Form?

A. Command Button editor

B. Report Controls

C. Macro Builder

Tip: Intermediate Access, page 268

5. Which is true about a Command Button on a
Form? (Give all correct answers.)

A. You can change the Shape of the Button

B. You can apply a Quick Style to the Button
C. You can program a Macro for the Button
Tip: Intermediate Access, page 272, 273, 269
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Intermediate Access Skill Test

Before You Begin: Download and open the sample database
Intermediate Access Skill Test.accdb

1. Open the Switchboard Form in Design View.

Add a Command Button that opens the MovieSearch Form.
Choose to show all Records

Use text on the Button: Search the Movies

Name the Button: OpenFormSearchMovies

2. Edit the Command Button Properties:
Left: 3, Top 0.5”, Width 27, and Height 0.4”.

3. Edit the Search Button On Click Event with the three-dot builder.

Edit the OpenFormSearchMovies Embedded Macro.

Add a new step to Close the Switchboard after the Movie Search Form is
opened; Change Prompt to Don't Save. Save the Switchboard Form.

4. Return to Form View and test each command button.
Does the right Form open? Does the Switchboard close when the other
Form opens?

Access 2010 Intermediate Skill Test

5. Create a Report using the Report Wizard.

Select the Query MoviesSQ as the Record Source.
Select all available Fields EXCEPT MovielD.

Group by Year.

Sort the Movie Field in Ascending order.

Set the Layout to Stepped.

Name the Report as Movies by Year.

Finish the Report Wizard and Close the Print Preview.

6. Edit the Properties for the Label in the Header: Left: 2”, Top 0.25.

7. Add a Logo to the Header. Use the movies1.qgif..
Edit the Properties for the Logo in the Header:
Left: 2", Top 0.25, Width 1.5”, and Height 1.25”.

8. Format the Report with a Style: Pushpin.
Edit the Properties for the Header: Height: 1.5”.
Save the Report and test it in Print Preview. Close the Report.

9. Open the Switchboard Form in Design View.

Add a Command Button that opens the Movies by Year Report.
Choose Print Preview

Use text on the Button: Print Movies Report

Name the Button: PreviewMoviesReport

Edit the Button properties: Left: 3", Top 1”7, Width 2”, and Height 0.4”.
Save the Switchboard Form and test the Form in Normal View.

10.Close the Intermediate Access Skill Test.accdb.
Submit this database on
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3. Building Forms 5. Designing Reports

3.1. Create Forms 5.2. Apply Reports Design options

Forms: Create a Blank Form, Pg 158 Reports Design: Add a Calculated Field, Pg 239

Forms: Create a Navigation Form, Pg 163 Reports Design: Total the Reports Records, Pg 242
Reports Design: Group the Reports Records, Pg 238

3.2. Apply Form Design options Reports Design: Add Bound and Unbound Controls, Pg 243

Form Design: Add Bound Controls, Pg 110 Reports Design: Add a Text Box, Pg 246

Form Design: Add a Text Box, Pg 159 Reports Design: Insert a Page Break, Pg 261

Form Design: Add a Drop Down Box, Pg 37

Form Design: View Code, Pg 147 5.4. Apply Reports Format options

Form Design: Convert Macros to Visual Basic, Pg 181 Reports Format: Apply a Background Image, Pg 263

Form Design: Add Existing Fields, Pg 125 Reports Format: Change a Shape, Pg 272

Reports Format: Apply Conditional Formatting, Pg 264
3.4. Apply Form Format options ¢

Form: Apply Backaround Image, Pg 162
Form: Apply Quick Styles, Pg 170
Forms: Apply Conditional Formatting, Pg 67

4. Creating and Managing Queries

4.2. Manage source Tables and relationships
Queries: Create Ad Hoc Relationships, Pg 128
Queries Design: Use the Expression Builder, Pg 134
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Form Design: Add a Drop Down Box, Pg 37 Query Design: Use the Expression Builder, Pg 134
Form Design: Add a Text Box, Pg 159 Query: Create Ad Hoc Relationships, Pg 128
Form Design: Add Bound Controls, Pg 110
Form Design: Add Existing Fields, Pg 125 Report Design: Add a Calculated Field, Pg 239
Form Design: Convert Macros to Visual Basic, Pg Report Design: Add a Text Box, Pg 246
181 Report Design: Add Bound and Unbound Controls, Pg 243
Form Design: Use Blank Forms, Pg 158 Report Design: Group the Report Records, Pg 238
Form Design: View Code, Pg 147 Report Design: Insert a Page Break, Pg 261

Report Design: Total the Report Records, Pg 242
Form: Apply Quick Styles, Pg 170
Form: Apply Background Image, Pg 162 Report Format: Apply a Background Image, Pg 263
Forms: Apply Conditional Formatting, Pg 67 Report Format: Apply Conditional Formatting, Pg 264

Report Format: Change a Shape, Pg 272

Forms: Create a Blank Form, Pg 158
Forms: Create a Navigation Form, Pg 163 Tables: Create Tables in Design View, Pg 34
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