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Objectives

Forms

• Create forms 

• Modify a form

• Sort records in a form

• Identify form sections

• Revise forms using form views
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Objectives (continued)

Reports

• Create reports

• Modify a report

• Sort records in a report

• Identify report sections
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Form Basics

• Forms

– Database objects used to add data into a table

• Reasons to use forms rather than tables

1. Less likely to edit the wrong record by mistake

2. Can show data from more than one table 

simultaneously

3. Can create Access forms to match paper forms
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Creating Forms Using 

the Form Tools

• 16 different tools for creating forms

• Forms group

• Navigation forms

• More Forms

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 7

Identify a Record Source

• Record source 

– the table or query that supplies the records for a 

form or report

• Sketch the form first

• Use the Form Tool
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The Form Tool

• Stacked Layout

• Tabular Layout

• Layout view
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Layout view

Create a Split form

• Split forms — combine two views of  the same 

record source

– One section is displayed in a stacked layout

– One section is displayed in a tabular layout
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Bottom section shows multiple
employees in Datasheet view

Top section shows one
employee in Form view

Use the form splitter bar
to resize each section
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Create a Multiple Items Form

• Multiple items form — displays multiple records 

in a tabular layout similar to a table’s Datasheet 

view.
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Layout  
resembles a 
table’s 
Datasheet view

Employee 
records are
displayed in 
tabular 
format

Modifying a Form

• Add a field

• Remove a field

• Change the order of  fields

• Change the width of  a field

• Modify label text

• Changing color themes or style
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Sorting Records in a Form

• Change the sorting in a form

• Remove sorting in a form
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Identify Default Form Sections

• Form header section

• Detail section

• Form footer section

• Modifying the Default Form Sections
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Report Basics

• Report 

– a printed document that displays information from a 

database in a format that provides meaningful 

information to its readers

• Identifying a record source

• Report tool

• Modifying a report
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Questions before Creating a Report

• What is the purpose of  the report?

• Who will use the report?

• Which tables are needed for the report?

• What fields, labels, and calculations are needed?

• How will the report be distributed?

• Will the results be converted to Word, Excel, 

HTML, or another format?
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Creating Reports using Report Tools

• Access Report Tools to 

create reports

– Report Tool

– Report Design

– Blank Report

– Report Wizard

– Labels Tool

• Modify existing report by 

using:

– Layout View

– Design View
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Identify the Record Source

• One or more tables

• Queries

• Combinations of  tables and queries

• Can also contain graphics including

– Company Logos

– Watermarks
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Sketch the Report

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 19

Use the Report Tool

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 20

Report 
created with 
the Report 
tool

Information 
is presented
in tabular 
format
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Use the Report Wizard

• Report Wizard asks questions

– Uses 6 dialog boxes to collect information

• Generates report based on answers
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Starting the Report Wizard
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Select a 
table or 
query

Select fields



08/06/2014

CISY1225 by Zahoor Khan, PhD 12

Add Grouping to the Report Wizard
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Access adds StudyID
automatically

Add a group

Select a field 
to group by

Remove a group

Add Sorting and Summary Options
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Choose Ascending or
Descending order

Choose the sort fields

Click Summary Options to
add aggregate functions
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Choose the Layout of  the Report
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Choose the Orientation

Choose the Layout

Adjust field widths
so fields fit on one
page wide.

Save and Name the Report
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Type a report name

Click Finish to see a
preview of the report

Click Preview the report
to see what the report
will look like
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Previewing the Report
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Use the Label Wizard
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Modifying a Report

• Add a Field to a Report

• Delete a Field from a Report
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Modifying a Report (continued)

• Work with Report Layout Control

• Adjust Column Widths in a report

• Add a Theme to a report

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 30



08/06/2014

CISY1225 by Zahoor Khan, PhD 16

Sorting Records in a Report
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Select FirstName for
the second sort

LastName is the 
first sort

Identifying Report Sections
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Report header

Page header

Detail

Page footer

Report footer
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Adding a Group Header/Footer
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Click Group & Sort
to add grouping

Specialization group
header section

Specialization group
footer section

Modify the 
grouping & 
sorting

Add Totals to a Group Footer/ 

Report Footer
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Total revenue 
is shown at the
bottom of 
each sales rep

Count is shown 
at the bottom of 
each sales rep
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Revising Reports Using Report Views

• Layout View

• Print Preview

• Design View

• Report View
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Summary

• In this chapter, you learned how to create forms 
using form tools, modify a form, sort records in 
a form, identify form sections, revise forms 
using form views, and identify control types in 
forms.

• You also learned how to create reports using 
report tools, modify reports, sort records in a 
report, identify report sections, revise reports 
using report view, and identify control types in 
reports.
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Questions
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