Tutorial 4
* Creating Forms and Reports

i Data Presentation

= So far, we've used datasheets to
view/print/edit/enter/delete records

= Forms and reports are more powerful, flexible and
attractive ways to present information to users

Form

= An object that displays data on-screen using a
custom layout

= Can view, print, enter, edit, delete records

= Displays only the information you want to see in the
layout you want to see it

= Can be set up to resemble a paper form
= Has record navigation buttons to view other records

= A form’s data comes from either a table or a query
= if all data comes from single table, base the form on the table
= if data comes from multiple tables, base the form on a query




Form

= Create via Form Wizard or from scratch (Tutorial 6)
= 3 views of a Form:

= Design View
E = create new form or modify the structure of an existing form
View = Form View
- = view/add/edit/delete data using the form itself = =1 | b2 ]
: B
Views = Layout View

= a hybrid of Design View and Form View
= can modify many aspects of form’s layout/design while viewing data
= Practice Time

= Use Form Wizard to create new frmWriter, displaying all fields
from Writer table

Adding a Picture to a Form

= Control

= an object placed on a form to display field data, to decorate the form, or to
provide functionality to a form

= examples: label, text box, combo box, image, command button
= Steps to add Picture:
1 Layout or Design View |
2. Controls section |
Logo button
4. navigate to graphic file
= Click a control to select it
= Drag control to move/place it
= Practice Time
= add issue25.bmp to frmWriter’s Form Header section
= place and size the graphic as demonstrated

Logo

Modifying a Form

= First select the control, then modify it — &°
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= Changing the Color of the Form Title ‘
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= Changing the Type of Line

= Moving a Field
= drag-and-drop
= Practice Time: Layout View
= change the label from frmWriter to Writer
= resize the data controls
= delete the Bio field from the form




Navigating a Form

= [Tab]

= [Shift]+[Tab]

= [Home]

= [End]

= [Ctrl]+[End]

= Navigation buttons

Record: M 4 2040  » M b: | ' ['search

= Current Record box

Review Tutorial 3 Lf'{’h
Using Find

= Must navigate to record before can view/edit/delete it

= Find is a great way to navigate to a record for
maintenance ]

Find and Replace

Find | Replace

Fodwhat:  [S17° v m
Cancel

Look In: Phone v

Match: Vihole Field -

Search A v

[CImatch Case Search Fields As Formatted.

= But... Find can't:

= show the matching records as a subset (it jumps from record to
record)
= find records based on multiple field values s
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Find

Finding Data Using a Form

= Use wildcards (AC 180) to provide flexibility when
you don't know the exact value

- X ? #
= [1 ! -
= Demo

= Use frmWriter to find writer Seeger’s record but you're not sure
how his name is spelled (eg: Seeger, Seager)

= Use frmArticle to find articles written during any month of the
years 1990-1994




Maintaining Table Data Using
a Form

= Add/delete/change records so they're up-to-date
= A form is more conveniently laid out than a table
datasheet and/or query results datasheet

= Can use Visual Basic code to make the form more
usable and to valida;te data (CIS217) = New = Totals

= Pencil icon ﬁ =8 Save 7Speilsng
= what does it mean? x Delete  More
! )'( Delete

‘ Q- Delete Record
t
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Creating a Form with a
Main Form and a Subform

= Vividly illustrates a 1:Many
relationship between records | ...
stored in separate tables g -

= Example

Guest table has 1:Many
relationship with Reservation
table

Guest records display on the ol

main form

= Reservation records display on
the subform

= Two sets of Navigation Buttons o) =2 Rrariali8 =

= The main form and the
subform are each saved as [« osmen o e
separate Form objects

= We'll use again in Tutorial 6 11

Report

= An object you use to view and print records in a
custom layout

= Reports give more control over how data is displayed
and greater flexibility in presenting summary
information than a form or datasheet
= can sort data rows
= can present data in groups, calculate summaries such as group
totals and grand totals
= A read-only view of data
= can't use a report to enter/delete/modify data




Report

= Create via Report Wizard or create from scratch

= 4 views of a Report:
= Print Preview
= verify the actual data by reviewing every page in the report
= Design View
View « create a new report or modify the structure of an existing report
- = Report View
= interactive view that can be filtered before printing or to copy a selected portion
of the report

= Layout View
= can modify many aspects of report design while seeing actual data
= a hybrid of Report View and Design View
= Practice Time
= Create new rptArticle showing all fields from Article table, grouped by

Type and sorted by Title
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Views

Modifying a Report in
Layout View

= First select the control, then modify it
= Edit the Report's Title
= Moving a Field .. s
= how select multiple controls? city Kalamazoo
Phone 269-343-7509
= Resizing a Field i, \
so Neighborhood Dew—

= Inserting a Picture
= justasinaForm
= Practice Time
= modify rptArticle to remove rpt from label text
= widen title and writerid controls so values are not truncated

Using Conditional Formatting

= Adjusts an object’s formatting depending on a tested
condition g

= Format tab | Font Group | Conditional Button  cendtions!

= Conditional Formatting dialog box
= Define up to 3 conditions & formats applied when each condition is True

Conditional Formating,

Defouit Formatte

e -

Condtion |

FokiVakinks | | [grosterthan | [zsom0
= Practice Time: gl il o llm oo

= Modify rptArticle to use bold and red formatting for length when an
article’s length exceeds 2000 words. 15




