
ACCESS 2 UNIT 4 CREA T1NG FORMS AND REPORTS

COIICEP7SREVI EW
label each of the elements of the
Report Design window shown in
Figure 4.34.
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FIGURE 4.34

Match each button to its correct description. Select the best answer from the list of choices.
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13 Objects in a form or report are called

a. Properties

b. Controls

c. Pieces

a. Print Preview

b. Zoom

c. Close Window

d. Form View

e. Properties

f. New Report

d. Handles

14 The pointer used to resize a control is

a..

b. +-+

c. ~

d..
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IS Blacksquaresthatsurroundaselectedcontrolarecalled

a. Queries

b. Quotes

c. Handles

d. \ !arkers

16 ThebuttonusedtoopentheExpressionBuilderis

a.1II

b..

c..
d.iii

17 Selectmultiplecontrolsbyclickingeachcontrolwhilepressing

a. [Ctrl]

b. [Enter]

c. [Shift]

d. [Alt]

18 Acontrolisconsideredtobeboundwhen

a. It isdisplayedin aformor report

b. It isusedtosortatable

c. Itsdatasourceisfoundin a table

d. Itsdatasourceistheresultof anexpression

APPLICA,.IOIiSREVIEW
I Createa form.

a. StartAccessandmakesureyourStudentDiskisin driveA
Openthefile PARTS.MDBfromyourStudentDisk.

b. Createanewformfor theProductstable.

c. UsetheFormWizardtocreateasingle-columnform.

d. Includeall fieldsin theform.

e. UsetheEmbossedstyle.

f. Displaytheformwith data.

1 Modifyaform.

a.MaximizetheFormwindowandchangetheform's
dimensionssothatit isat least6" wide.

b. Selectcontrolsandpositionthemsothatall controlsare
displayedonthescreenin anorderyoufeelmakessense.

c. Modifythetabordersothatpressing[Tab]movessequen-
tially throughthefieldsasyouhavearrangedthem.

d. SaveyourformasProductEntryForm.

3 \lodify controls.

a. Changetheformatof theUnitsOnOrdercontrolsothat it
hasonedecimalplace.

b. Changethenumbercontainedin theUnitsInStockfieldso

that it appearsin italics.

c. Viewthechangesin FormView.

d. Saveyourchanges.

4 Adda recordusinga form.

a. OpentheProductEntryForm.

b. Enterthefollowingnewrecord:Productm: 70701,Product

Name:NomadHoneyHandlebartape,Categorym: 32,
Supplierm: 10,UnitsIn Stock:52,UnitsOnOrder:0, Unit
Price:2,ReorderLevel:30,ReorderAmount:35,Units:
Each,DiscoStatus:No.

c. Savetherecord.

d. Printtheformcontainingthenewrecord.

5 Createa report.

a. CreateaGroupslfotalsreportbasedontheProductssoldas
"Each"queryusingthetableReportWizard.Sortthereport
byProductName.

b. Includeall thefieldsin thereport.

c. SortthereportbySupplierID.

d. Previewthereportwith thedatain it.

e. Printthereport.

f. SavethereportasProductsbySupplier.

6 Modifya report.

a.Alignthefieldssothatthevaluesarecentered\vith the
headingsabovethem.

b. Deleteanycalculatedsummariesyoufeeldetractfrom
thereport.

c. Previewandprint thereport.

d. Saveyourchanges.

7 Addanexpressiontoa report.

a. Createanexpressionin theProductNameFooterunder
ProductNamethatcountsthenumberof itemsforeach

supplier.

b. Addthedescriptivelabel"ItemsfromSupplier:"to theleft
of theexpression.

c. Previewandprint thereport.

d. Saveyourchanges.
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8 Createa reportfromaquery.

a. CreateaTabularreportusingtheReportWizardbasedon
thequeryProductssoldas"Each."

b. Centerthecontrolswith theirheadingcontrols,where
necessary.

c. Savethereportusingthequeryname.

d. Previewandprint thereport.

e. ClosethePrintPreviewwindow,thenexitAccess.

4 Usethenewlycreatedformto addthreenewrecordsofyour
favoriteartists.

5 Print theformcontainingoneof thenewrecords.

6 AddanexpressionthatcalculatesanewfieldcalledOnHand
thatmultipliestheUnitslnStockfieldvaluebytheUnitPrice
fieldvalue.

7 Createa reportbasedontheAvailabletitlestablequery,which.
displaysall fieldsin aGroupslfotalsformat.

8 SavethereportasMUSICTIllESthenprint thereport.IIIDEPEIIDEII7
CHALLENGE I

IIIDEPEIIDEII7
CHALLENGE 2

AstheCustomerServiceManagerof theMelodiesMusicStore,
youmustcontinueyourworkon themusicdatabase.Severalof
thestore'semployeeswill beusingthedatabasetoenterdata,
andyouneedtodesignaformtofacilitatethisdataentry.The
employeeswill beenteringdatafromapaper-basedform,shown

in Figure4-35.Youalsoneedtogeneratereportsfor output
requestsbymanagementaswellascustomers.

Youworkin theU.S.CensusOfficeforyourcity.Therecordsin the
StatisticalDatatable,whichis in thedatabasefile STATS-1.MDB

onyourStudentDisk,containmarriageinformationbystate.
Eachstateisassignedageographicalarea.UsingtheStatistical
Datatable,createa formto facilitatedataentry,andcreateat least
tworeportsshowingdifferentgroupingsof thisinformation.

Tocompletethis independentchallenge:

I Createasingle-colunmformcontainingall thefieldsin
thetable.

Product ID:
Artist:

Title:

Category ID:

Serial Number:

Units in Stock:
Unit Price:

2 Modifythefonnbyrepositioningthecontrols,thenadjusting
thetaborder.

3 Savetheformusinganameofyourchoice.

4 Previewtheformaftereachofyourmodifications.FIGURE 4-35

Tocompletethis independentchallenge: 5 Createatleasttwoformsbasedon informationin thetable.

Saveeachformusinganameofyourchoice.Trysavingeach
formasa report.I OpenthefileMELODYMDBfromyourStudentDisk.

2 Createasingle-columnformthatincludesall thefieldsin the
table,thensaveit asTitleInput.

6 Printasampleofeachreport.

7 Createreportsofyourchoosingbasedoneachof thequeries
savedin theSTATS-l.MDBdatabasefile.Eachreportshould

showall thefieldsin eachquery,anduseaformatyoufeel
bestshowsthedata.

3 Thecontrolsshouldbepositionedsothattheyallfit onthe
screen.~lakesurethetaborderreflectsanyfieldsthatyou
moved.

8 Printthereports.
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