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0 Microsoft Office Specialist Certification

Microsoft*

a.0ffice

What is Microsoft Office Specialist
Certification? 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:
# Of.f' Word 2013 Core: Exam 77-418
LU, ‘ ICe Excel® 2013 Core: Exam 77-420
Specialist PowerPoint® 2013: Exam 77-422
Outlook® 2013: Exam 77-423

Access® 2013: Exam 77-424

Expert Certification: Pass either test:

Word 2013 Expert Part 1: Exam 77-425
Word 2013 Expert Part 2: Exam 77-426
Excel 2013 Expert Part 1: Exam 77-427
Excel 2013 Expert Part 2: Exam 77-428

Master: Pass 3 required and 1 elective test:
Required

Word 2013 Expert Part 1: Exam 77-425
Excel 2013 Expert Part 1: Exam 77-427
Master PowerPoint® 2013: Exam 77-422

Elective
Outlook® 2013: Exam 77-423 or
Access® 2013: Exam 77-424

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.
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O 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
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0 About Our Certification Program

s el e
Microsoft Access 2013

Books in this Series:
Beginning Guide to
Microsoft® Access 2013

Intermediate Guide to
Microsoft® Access 2013

Advanced Guide to
Microsoft® Access 2013

Microsoft Office Specialist (MOS) Certification for Access 2013

Overview: Our Microsoft Office Specialist certification program for Access 2013 covers all of the exam objectives for the
Access certification exam. Microsoft Office Specialist exam 77-424 for Access is an elective exam that demonstrates
expert knowledge of database programming and Microsoft Office automation. It 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 2013 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 2013 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 2013 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 2013 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.
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Study Guide Page 1 -Page 2

O Microsoft Access 2013 Study Guide

Microsoft Office Specialist (MOS): Exam 77-424 for Access 2013

5.0 Create Reports

3.0 Create Queries 5.1 Create a Report

3.1 Create a Query Reports: Create a Report with Application Parts, Pg 204
Queries: Create a Crosstab Query, Pg 248 Reports: Delete a Report, Pg 318

Queries: Create an Action Query, Pg 44

Queries: Delete a Query, Pg 304 5.2 Set Report Controls

Queries: Rename a Query, Pg 302 Reports: Add a Subreport, Pg 204

Reports: Modify Data Source, Pg 168

3.2 Modify a Query
Queries: Hide Fields, Pg 289 5.3 Format a Report
Reports: Set Margins, Pg 170

3.3 Utilize Calculated Fields and Grouping

3.3 Use Calculated Fields and Grouping, Pg 286
Queries: Use Comparison Operators, Pg 222

Queries: Use Basic Operators (Add, Subtract, Multiply,

Divide), Pg 166

4.0 Create Forms

4.1 Create a Form

Forms: Create Forms with Application Parts, Pg 65
Forms: Delete a Form, Pg 318

4.3 Format a Form
Forms: Change Margins, Pg 105
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Study Guide Page 1 -Page 2

O Microsoft Access 2013 Study Guide

Microsoft Office Specialist (MOS): Exam 77-424 for Access 2013

1.0 Create and Manage a Database

1.2 Manage Relationships and Keys

Relationships: Create and Modify Relationships, Pg 80
Relationships: Enforce Referential Integrity, Pg 81
Relationships: Set Foreign Keys, Pg 39

Relationships: View Relationships, Pg 76

1.4 Protect and Maintain a Database

Protect and Maintain: Compact, Pg 341

Protect and Maintain: Repair, Pg 341

Protect and Maintain: Backup, Pg 292

Protect and Maintain: Split, Pg 326

Protect and Maintain: Encrypt with a Password, Pg 335

1.5 Print and Export a Database

Print and Export: Print Reports, Pg 336

Print and Export: Save Database to an External
Location, Pg 316

Print and Export: Export into Alternate Formats, Pg 255

2.0 Build Tables

2.1 Create Tables

Tables: Create a Table, Pg 73

Tables: Create Linked Tables from External Sources, Pg 322

2.2 Format a Table

Tables: Format a Table, Pg 57
Tables: Hide Fields, Pg 56

Tables: Change Data Format, Pg 296

2.3 Manage Records

Manage Records: Update Records, Pg 45
Manage Records: Append Records, Pg 282
Manage Records: Group Records, Pg 165

2.4 Create and Modify Fields
Tables: Change Field Data Types, Pg 296
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O How To Use This Guide

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.

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.

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 following convention:
Ribbon->Group->Button->Options

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.

The Comma Method uses menu mapping to assist men and
women to see both the Breadth and the Depth. An example of the
menu map is can be seen here.

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)
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Intermediate Access Objectives

Hello, Again, Hello

Access 2013: Getting Started

[ S f okt DR SRS Y A S P S———

B e cun e oo o s | S i -

An overview of the lessons in this book: #owe -~ i 0 s = P, j S
1. Representing a one-to-many el AT S g St S
relationship with a Form and Subform. Al Access O! o | T e : Property Sheet
2. Using a Query Criteria to make a 3. ; e
Combo Box that looks up a value on a - Front Row V'd??_ - i
Form. - S
3. Creating a blank Form and adding o =" ol
buttons to open Forms and Reports. § ; - 3
4. Finding common errors in Forms and e
Queries and correcting the mistakes. L

T
5. Calculating Totals in a Report. . -

-

Today is | Monday, March 24, 2014 3

© 2014 Comma Productions, LLC

Customers
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0N Lesson 1 : Hello, Again, Hello
]

1. Readings —
Read Lesson 1 in the Intermediate Access MOV|es by Gen =
guide, page 11-26 — Search the Movies

r——

£ o«

=
4
3

Project enre Movie Year Rating
This overview does not have a iﬂ.
demonstration project. FAction

war

21 Jump Street (2011)
Downloads
There are no downloads for this lesson. Batman Begins (2005)

Bourne Ultimatum, The (2007)

2. Practice
There is no Practice Activity for this lesson. Kick-Ass (2010)

Kill Bill: Vol. 1 (20033)
3. Assessment ] y
There is no test for this lesson. Rise of the Planet of the Apes

Scott Pilgrim vs. the World

Microsoft Access 2013 Inermediate Page 12 of 281



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.

=
4
3

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 2013 Form

5| Switchboard \,

Front Row Video

Today is | Wednesday, March 26, 2014|
.

Microsoft Access 2013 Inermediate Page 13 of 281
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Goals and Objectives

The Beginning Guide to Microsoft Access
2013 introduced the database objects:
Tables, Queries, Forms and Reports. These
lessons showed a one-to-one relationship.
The Movies Form has one Record Source:
the Movie Table, tbIMovies.

The Intermediate Guide to Microsoft
Access 2013 demonstrates several
methods of representing one-to-many
relationships. For example, there are many
movies with the same rating, say "PG,"

What Is The Best Approach? These lessons
will create several Forms and Reports that
look up important information. These lessons
will also focus on the User Interface. Simple
programming can make a Form much easier
to use.

Example of a Form with a Combo Button

|. =l MovieSearchﬂv‘-‘,.

Rating ’PG lv| Genre Family v‘

MovieSearchSubform

MovielD - Movie il
156 Harry Potter and the Chamber of Secrets (2002)
158 Harry Potter and the Goblet of Fire (2005)

159 Harry Potter and the Prisoner of Azkaban (2004)
Potter and the Sorcerer's Stone (2001)

your Dragon (2010)
E the Earth (1989)

ance, The (2000)

Microsoft Access 2013 Inermediate Page 14 of 281

Rating ~1

Genre
Family
Family
Family
Family
Family
Family
Family
Family
Family
Family
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tbIMovieSearch s====3@ MovieSearch Form

tbIRating

MovieSearchSQ

[m] MovieSearchSubform

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

Microsoft Access 2013 Inermediate Page 15 of 281

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.



T

o;:’ Sample of a Property Sheet for a Form. The Record Source is selected
TR T[T T T " e —— T T
I oo cnan G paTa  DATARAUTOGU  GEIEM M | S LRy |

Name Objects Consistently . : -

Name Objects Consistently: Use a naming strategy Yoaia reigrs
that includes the Object. ’ - !

=
4
3

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.

i

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) itis in the , ) ’ -
Property Sheet. wrpam .

o o : i Property Sheet
The same method should be used when you name the Selection type: Form
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.

CEEEETTETTY T

Faorm W

Format Data @ Event | Other Al

The Computer Mama Also Sez: Using the default, Record Source thbiMovieSearch W |
ID, for all of the Primary Keys is like naming all of your Caption CustomerHomePhones0Q
sons "Dave." Fop Up CustomerMamesQ

Maodal MoviesByYear

Default View Movie5earch5Q

Allow Form View MoviesSQ
Allow Datasheet View tbiCustomers
Allow Layout View tbiMovies
Picture Type tbiRating
Picture TITOTTE]
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Ong Sample of a Form with a Combo Box Control

LR
One-From-Many Relationships: T
The Rating Combo Box 2 e
Use a Table to Add Data to Another Table Yy T ——— |
This lesson will add a Combo Box to the Movie Form. — £ Movies
The Combo Box will select data from the Rating Table
and add the Rating to the Movie Table.

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.

Mdiwasaafoud

......

What Are the Issues? The Combo Box Wizard does | | [
NOT always choose the Field that matches. This lesson L
shows one method for selecting the Field that matches.

What is the Key Concept? The focus of this 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.

Microsoft Access 2013 Inermediate Page 17 of 281
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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.

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.

Microsoft Access 2013 Inermediate

Example of the Completed Search Form

| =8| MovieSearch

Rating [PG v

MovieSearchSubform
Movie
Around the World in 80 Days (2004)
Borrowers, The {1997)
Cat in the Hat (2003)
Cheaper by the Dozen (2003)

Page 18 of 281

Genre

Search the Movies

Family

-

Rating -

Family

Genre
Family
Family
Family
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Form and Subform Design, Part 1:

Create the Subform
Key Concept: Using a Query as a Record Source

Plan: The Subform will display the Movies as a list in
Datasheet view. The Rating data will be formatted with
Conditional Formatting

What Are the Steps? Create a Select Query for the
Record Source and Test the Results. Then, create a
Subform and edit the Property Sheet.

What Are the Issues? The Subform should be in
Datasheet View.

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.

Example of the Movie Subform with Conditional Formatting

?i{u‘:""i‘f"f”'_'”""‘?"'
i : 8§

Microsoft Access 2013 Inermediate Page 19 of 281

...... s sttt —— - Y ana I
o (e o o
e Progerty st .
E Mo\rl'eS.earchS{i\"-.__
MovielD - Movie - | Rating - Genre -
19 Aladdin (1992) G Family
20 Alan and Naomi (1952) Drama
21 Alive (1993) R Diaster
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 Documentarny
26 Altered States (1980) R Thriller
27 Amateur, The (1981) _R Thriller
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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.

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.

Example of the Rating Combo Box on the MovieSearch Form

L]

3
]

TLTLIL LT

b

14 Drsstig

| f P

he T

Property Sheet

Selection type: Combo Box

Rating Combao

Format | Data | Event

MName

Control Source
Format

Decimal Places
Visible

Datasheet Caption
Column Count
Column Widths
Column Heads
List Rows

List Width
Separator Characters
Width

AN Dt

Other | Al

L

Rating Combao
Rating

Auto
Yes

2
o1
Mo
16
1"
System Separator
1"
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Form and Subform Design, Part 2:

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.

Example of the Form and Subform Links in the Property Sheet

[T T S PP TRT A vee— v o Dty ot sbas weALAA 1 o ¥ a xn
B cov  cman Oastals DAL TOG DN Aba | SomaT . — ]
- ‘%l:*i T
. = e ot s =
5 = SLm—
F "
¥ T tew
& . -
Property Sheet
;; P Selection type: Subform/Subreport
:.- MovieSearchSubform W
Format| Data | Event | Other Al
Mame Moviesearchsubform
Visible Yes
Source Object MovieSearchSubform
Link Master Fields Rating
Link Child Fields Rating
Width 24167
Height 4
Top 06667
Left 025"
Border Style Solid
Border Width Hairline

Microsoft Access 2013 Inermediate Page 21 of 281
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o;:’ Example of a Query that synchronizes two Combo Boxes

o T T TrnthoatYetes WA | Dvtabess. CAliiae Doxmet opstho¥ides A ol At 0 - 201 e ot ' a

Form and Subform Design, Part 3: 0, "0 7o 0 L s a me o

Synchronized Combo Boxes [ e o D AL e T
Key Concept: Use the Query Criteria to look up a value ’
on a Form.

™.

=
4
3

S| | ———

¥ g T gl
e = [

lléE" .

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

s
4
T

o

i

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.

~‘.~}.-’1ﬂ-n='1§ll'.l g
L
i

'

118
i

Esfubdan;
E H

Create a Genre Combo Box

Automate the Form with a Macro -
Test the Movie Search Form TR Sleepine A
Troubleshoot the Programming : - i 3'-“&0@9@ ‘

What Are the Issues? Many of the Movie Records are
incomplete: they have no Genre data. So, the Query

ngeds to _filtgr out the Movies that do not have a Genre Field: | Genre Rating
with a Criteria. Table: |tblGenre thlRating
Total | Group By Group By
Sort: | Ascending
Showr
Criteria: |15 Mot Mull [Forms]![MovieSearch]![RatingCombo]
on:
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o::& Example of the completed Switchboard Form
E [ =N ' T L T e R PR e — ' A
5 Designing for Users: EMH..- ;.:.;M.,-.M:T.t ..:....u o o s -..u....-‘ o —
5 Earigrn Gk O R B i -
Meet the Stars i R et ~ ﬁ
Key Concept: Use Command Buttons to open Al Access Objects 8 » |3 =mmem T ' R i
Forms and Reports from a Form. = L LI LEXCLENEL L it e e il
e 1] = :
, 2 ow Video i ~ ;
Plan: Create a Switchboard Form. - P .,,......:"'.:.x,r.....

. G £ Pt e
<:\:....m - E::Mu :"m
What Are the Steps? r et s
-
Create an Unbound Form. o v . it
f; ik T L]
3 b -
Add Command Buttons: — R p—
. Linl itdn e | T 1, Lo 3505,
To open two Forms: Movies, Customers. A e o I e
To open one Report: Movies by Year : ' g
iy e
| L Liore
. o SE. E
Add Buttons to Return to the Switchboard B et G S -

From the Movies and Customers Form. M

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

Why Use This Method? Embedded Macros are
the default in Microsoft Access 2010 and 2013.

Customers

The Macros will be converted to Visual Basic
(VBA) to demonstrate legacy programming.
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Take

Onyg

Designing for Users:
The Opening Scene

Key Concept: Program the User Interface for the
Current Database.

Plan: Open the Switchboard Form when the
database starts and hide the Navigation Pane.
Edit the Form Properties to hide Selectors,
Buttons and Controls when the Form opens.

What Are the Steps?

Set the Microsoft Access Application Options.
Select a Form to Display.

Test the start up settings.

Edit the Switchboard Form Properties
Hide the Record Selectors.

Hide the Navigation Buttons.

Hide the Windows Controls.

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

Scre

wpf2li

5 CEEE R

i

L TP I

A

enshot of the Access Applications Options

Mg 1t g

w55 Objects &« e ey Sppi siae [ sl
baploman iom

by Fo .

w Paping Jaben Lae
St ks Db
harlaggung Wndboan
® Taglowd D wmamt
o ey Do e i
o WAoo Specl gy
e .

o gt e D o Ty
o ke Lrged wm
W |rsbir g 1 hamgpry o taplen s [l s

o Dok o Dl sl s fhi

pplication Options

Application Title:  |Front Row Video|

Application |con:

Use as Form and Report lcon
Display Form: Switchboard W
Web Display Form: |(none)

Display Status Bar

Document Window Options
() Overlapping Windows
(® Tabbed Documents
Display Document Tabs

Microsoft Access 2013 Inermediate Page 24 of 281
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g:"'& Sample of a spelling error
L]
E Q= ' - 8
:} Designing for Users: P e T — | ek
- m:..#"" 7 iy oy e
Testing Software il i ¥ X b
Key Concept: Use the Property Sheet to Py e—— ;
investigate Form Errors. e, "
g e . a Front Row Video
Purpose: Identify programming errors. = e ———T
What Are the Steps? -
Create an error: misspell the Form Name. ; .
Test the Control and Review the error. = . e T o e
Correct the error and test again. = e e g e e S e B S R
g
What Are the Issues? All programmers need to -
learn how to troubleshoot mistakes. 3

5!.{;‘?7:
i

Why Use This Method? The Computer Mama

suggests that kicking the computer to next

The form name "Movie' s misspelled or refers to a form that doesn't exist.
Tuesday is not a winning strategy. This lesson o

offers a more scientific method. If the invalid form name is in @ macro, an Action Failed dialog box will display the macro name

Macro window, and enter the correct form name.
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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!

= P Vogmra Bons Yochas T Dbl P

- L= ] ima IaThEraa DA DATARNM TDER S W ASPAME Lie ] Pl T
o = == 8 g
1 hewbliovm - Cplls Damel - .o rl
L F
e i rIree N e G

Al Acoess Dbgecis == T s

= F
SRS |I|IJ$ H

i
i

Mowes bv Genre _
Search the Movies

R

u enre Movie
C s
rfAction

B F

iulndl.lhd..ni\'ﬁ'\':\h'\h-nu'l

21 Jump Street (2011)

Batman Begins (2005)

Bourne Ultimatum, The (2007)
Kick-Ass (2010)

Kill Bill: vol. 1 {20033)

Rise of the Planet of the Apes (2011)
Scott Pilgrim vs. the World
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Year

2012
2005
2007
2010
2003
2011
2010

Rating

PG13
PG13

PG14
PG13
PG13



Access 2013: Designing Forms

One-from-Many Relationships

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.

A Access Dhpecis ® =

r

TR
1

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

5 HEe

(811

3. Edit the Combo Box with the Property Sheet.

|

o T

© 2014 Comma Productions, L|
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Lesson 2 : One-from-Many Relationships
Create Ribbon

1. Readings [
Read Lesson Z?n the Intermediate Access D b@j D R Q m ﬁ Form Wizard

=
4
3

; - . Mavigation -
guide, page 27-52 Application | Table Table SharePoint | Query Query | Form  Form Blank ?
. Parts ~ Design  Lists ~ Wizard Design Design Form =] More Forms -
PI'OjeCt Templates Tables Queries Forms
Create a Combo Box with the Wizard. lJ
Downloads Form Design Tools

FrontRowVideo Int2.accdb

BBL Int ver2.accdb D al| e Colors~ % - Ag 5] I—i_l A s ’EI Iiz-l

2. Practice View Thf’f”f‘—“ [A] Fonts - w

Do the Practice Activity on page 53.
Wiews Themes EJ Controls

3. Assessment Menu Maps
Review the Test questions on page 54. From the Create Ribbon.
1. Create ->Tables->Table Design, page 34

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

From the Form Design Tools ->Design Ribbon
2. Form Design Tools ->Design->Controls->Combo Box, page 37
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One-to-Many Relationships

The Beginning Guide to Microsoft Access 2013 demonstrated one-to-one relationships. There was one Table, tbIMovies, for the Movie Form.
There was another table, tbICustomers, 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: Example of a Form with a Subform

E Switchboardx'l E| MovieSearcﬁ."-ﬂ._‘

Search the Movies

- Genre  |Family
MovieSearchSubform
Movie
Around the World in 80 Days (2004)
Borrowers, The (1997)
Cat in the Hat (2003)
Cheaper by the Dozen (2003)

Microsoft Access 2013 Inermediate Page 29 of 281
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Microsoft Office Access: Example of a Form with a Subform in Design View

] ; o R it e o
Data Entry: Form and Subform = ;1"._ i - R
Forms and Subforms let Users record one-to-many T sl Ag & ' 1 d: vt i Pty TS
transactions. For example, a Receipt Form has the e L -
customer's name on the top Form and the movies that | SR _— P LRIARar : fees 4 eroperty Sheet .
were rented listed in the Subform on the bottom. Lucaioen _ . .

ﬂ}, Search the Movies W —

When business is good many customers return many S e
times and rent many movies. A Receipt Form is also an e S e
example of a many-to-many relationship. So, we will 1 e B BT . b oo
spend some time on the Receipt Form in the Advanced H ke N e TR T TR e e
Guide to Microsoft Access 2013. i Lo —t M
The Intermediate lessons will create two forms that work e _ , _ _ , e
with the Movie Table: a data entry form and a search : e —
form. We will also add a little programming to the Form - e SR
Controls so that the records update automatically when o s

the User makes a selection.

So far, so good.

1 MovielD
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Purpose of This Programming

Forms and Form Controls are User-friendly tools to

Microsoft Office Access: Example of a Form with a Combo Box Control

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 1 woa

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.

LR
Y i 9 a3

naern Mowie

2 g

: _

0 =

g .

5 - | L

"x Rating
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Start -> Microsoft Access 2013

a Iplgenaba ST Damstas o sl [ ool Vo, oA il et 00T - 3071 A’ - ] L
Before You Begin BN - ST wTiRsL Safs aTaiais oo R . |
Before You Begin: Open the Sample Database
Go to Start ->Microsoft Access 2013.
Access will prompt you to open a database. e T s I SECURITY WARNING Some active content has been disabled.
This lesson uses the database that was created in the '5“' AH FHCCE‘SS Ob_jECtS ® «
Beginning Guide to Microsoft Access 2013. If you e
finished those lessons you can continue with the same ; Search.. ye
database that you sgvgd or dovynload the sample 2 Tables 2
database at the beginning of this lesson. .
- j thlCustomers
The FrontRowVideo Int2.accdb database has: - FH tbiMovies
R
Two Tables: tbiICustomers, tbiMovies Queries &
@ CustomerHomePhaone50y
Four Queries: MovieSQ, MoviesByYearSQ,
CustomerNameSQ and CustomerHomePhoneSQ @ CustomerMamesQ)
Two Forms: Customers, Movies BH MoviesByVearsQ
B MoviessQ
Two Reports: Movies by Year, Customer Name "
Forms= b3
Keep going.... E8] customers
Memo to Self: Click Enable Content if you see the @ Mavies
Security Warning. Reports 3
Eﬂ Customer Mame
Eﬂ Movies by Year

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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I Tay, .
""oo All Access Objects ->Tables
E T ' T ¥ romiostaben BOLA 1 Contaan [yl D il S A sl Shcoms 000 - el Mlgtr. P = M@ X
:} Know Your Data I | s S [ e T | e e E e e
Try This: Review tbIMovies - el -l E IO T RS
Go to All Access Objects ->Tables. e T feumd o b e =
Select a Table: tbIMovies P Breess OB 7 1 e - o L L i = 3T
Double-click the Table to open it in Datasheet View. —— e R e
3 mase A Sapuron i) BUINE P bhond L e S B
What Do You See? There are 401 records in tbIMovies. E—m EFJLZ".,.WE _ ;i:':" :.T:: s s
There are Fields for Rating and Genre. - o i o mrn ke etart
e Wi mma e e
Close thlMovies. & e
Keep going... o ?;i".’,.';.’.‘.“_'”h’ !2:‘ P .'.f_.‘f_'.ﬁﬂ}_‘.'i
i T— G o odchtmein
. TN A g | ey, [ 1] 1954 8 e Chritiin Bike
All Access Objects © «||Z toiMovies |
cearch 5 MovielD - Movie -~ | ¥Year - | Rating - Genre -
(LW
bt 127 Hours (2010) 2010 R Drama
ables =
— - 2 21 Jump Street (2011) 2012 R Action
thlCust
HEramEr 3 50/50 {2011) 2011 R Comedy
=3 tbiMovies 4 A Separation (2011) 2011 PG13 Drama
Queries % 5 About a Boy (2002) 2002 PG13 Comedy
BH CustomerHomePhonesQ 6 About Schmidt (2002) 2002 R Satire
@ CustomerMamesd) 7 Absolute Beginners (1986) 1986 MR Rock Musical
== MoviesEviear 8 Absolute Power (1997) 1997 R Thriller

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Create ->Tables->Table Design

B

Use a Table to Add Data e PO

A Combo Box can look up data from a Table or - '-w = Pty i | Gt Dot s

a Query. This example will look up movie ratings

(G, PG, R) from a Rating Table. First, let's create ' A Dl = -2

the Rating Table. e ] =5 ey

1. Try it: Create a Rating Table
Go to Create ->Tables->Table Design.

‘ H tbiRating "
A new, blank Table will open in Design View. :

ifel

S

The Table Tools should be available. Field Name
v ... B RatinglD

Try This, Too: Add the Fields o ;

Field Name: RatingID Ll

Data Type: AutoNumber

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

Field Name: Rating

Data Type: Short Text

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

Keep going..

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create New Tables
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Add Data to the Table

Before You Begin: Change the View
Go to Table Tools->Design->Views->View.
Select a View: Datasheet

2. Try it: Add Data to the Table

Enter the following in the Ratings column:
G

PG

PG13

PG14

PG15

R

X

NR

What Do You See? Access added an
AutoNumber to each new record.

Close tbiRating. Keep going...

Memo to Self: The information in the Rating

Table is considered static data: It does not change
very often. Does the Rating table need a Form for

data entry? Probably not.

Table Tools ->Design->Views->View

S

3% :
I oo cnan e ata  DATATOSE PR Al
e A mll | ol | e
N e |47 8] &-
¥ o e
# v
e = tbiRating \,
RatinglD -~ Rating
1aG
2 PG
3 PG13
4 PG14
5 PG15
&R
7 X
8 NR
(Mew)

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Add Records
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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 tbiIMovies.
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.

Please delete the Control and the Label for the
Rating Field.

Keep going...

Home->View->Views->Design View

B =

e . |- T
Maovies |

m— ;
Year | Rating Genre

# Form Footer

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Delete Form Controls
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Form Design Tools ->Design->Controls->Combo Box

s
S

e gt Torme

Ribd [t Proparyy Tl ',"

Use the Data in a Combo Box "M 7 = == ==
The Rating Combo will look up the ratings from V| T [}ty . by
tbIRating. This example will use the Combo Box - Y : L
Wizard to select the Record Source and the AN ACCESS OBFRCTS 5 tmcu
Fields. i S

- it ke
Something to Look For: There are actually ot LI
seven steps to the Combo Box Wizard, however, ; ' o
the next to last step may be skipped! Here are g u
the steps, clues and options. i

B
Try it: Create a Rating Combo Box g
The Movie Form is open in Design View. -

Go to Form Design Tools ->Design.
Select a Control: Combo Box.

And Do This: Start the Wizard
Click on the Detail Section of the Form.
The Combo Box Wizard should start.

Keep going...

ﬁ"*

v

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls

EXTERMNAL DATA

&nhAa

@ (1 é:.

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

3 e - #e . e DR SRS T AR — s it e s e STTAM st (koo s
Combo Wizard: Which Data? [Bigeacor e /Sslem s o W S gaee
There are three ways to get the data for the |t - (I ACEI LK UTED W N WL (B sttty 70 B0 e
Combo Box. The Combo Wizard prompts you to — s o 1
choose from the following: g = S TR I T IEITTRTEIET ENEREEAT ; z

From another Table or Query - L e
Type the values in a new list - |
Find a Record.

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 get its
values?

Click Next.

@I want the combo box to get the values from another table or
Keep going... query.

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

) Find a record on my form based on the value I selected in my
combao box.

N =

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls
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2. Try it: Select a Table
Select a Table: tbIRating

Click Next.

Keep going...

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

Combo Wizard: Select a Table = 2 o o smva [ e _ S~ R
< = N abl| Ag (== e il ! | B [E E ] Tase . 5L e Sl

R iy Prppsty Tl

T ot et T widh | T Do D Gt Pt b b Wil R 2
. : ' . . . . . !

Movies

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

Table: thiCustomers
L Table: thMnies
1 : thiRating

() Queries () Both

Cancel | | < Back ” Mext =

LA

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Select Record Source)
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Form Design Tools ->Design->Controls->Combo Box

BE S & T T Pt ales TTAN: D T i reaaies WL

Combo Wizard: Select Fields "% 7, = == wom o e o TR

3. Try it: Select the Fields v | - (Ml A E LT Q T ED N B EOE L (B0 gy 10 S
There are two Fields in tbIRating: v | ams R 3
RatingID (a number) All hooess Ofjects. @ e = T T IR TERE TR

Rating (text)

Use the arrow to select both Fields.

Click Next.

Keep going...

e

Which fields of thIRating contain the values you want induded in
— your combo box? The fields you select become columns in your
; combo box.

=

=3

[<<]

| Cancel | | <Back | Next> Finish

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Select Fields)

Microsoft Access 2013 Inermediate Page 40 of 281



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

BEs o T T T e e ———

Combo Wizard: Sort the Fields "%y, = == won =m0 TR
You can Sort the Fields in the Combo Box List. o | o - (el A EI TG TIH ED ol N BB L B oy 10 S
There are three Sort levels. Each level can be " 4
sorted Ascending (A-Z) or Descending. ot ke — LT - Z T

F e

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?
Click Next.
You can sort records by up to four fields, in either ascending or descending arder.

|Ratim;| |—|ASCE' ding
Ascending

| Ascending

Keep going...

| Ascending

Cancel | | < Back || Next = Finish

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Sort Records)
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Combo Wizard: Column Width

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

@ e i it Dot WS

- poas GRS (aTel BATA  DATARNEE TGS | CNRGN | GANGH FCERAAT [N .
57 | 2] Bicwon- | - . ) | P m EHE

. 1-.—-]_ Dty | B e Ao = £ . 1l " [E - o A g Propurty b

- - Gt s Tt Baich  aer e S Comnst Py b e Wil

Al Access Dlbpets & = — 5
Vsl & .‘l'l-q-lub

D wws Movies

H wage

Charrar,

¥ ~

.

£ ) ' .

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

i
1rEY

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.

=1

i
£ F
e |

Hide key column {recommended)

Rating

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Hide Key Column))
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7‘,,9:"’ Form Design Tools ->Design->Controls->Combo Box
E o ; e s Al St o e Dormana et AP o .
5 Combo Wizard: Which Step? !;]u‘::-n i, Bt m!u.vlulu.i.u.':un :mu .m:. o a1 [— ]
The next to last step in the Combo Box Wizard asks you Vo | T [, |0 A (= %= e B EOE om - S
to select which value to Store in your Table. - s s " 6
Al Access Dbgects i

— ]
# Fane e

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.

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 combo box, what
do you want Microsoft Access to do?

lliuuia&wwﬁ'uuui
c el g g Tl

RatingID doesn’t match Rating. Text goes with Text. "
Numbers go with Numbers. () Remember the value for later use.

(®) Store that value in this field:
The Wizard chose the Primary Key and the key Column MovielD
was hidden. However, when you get to this step you Movie
cannot select the Field that matches. Vear
Rating
How Did This Happen? This step is actually Step 7. The Genre

Combo Box Wizard assumed that the Control would save Stars
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...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Store Value)
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Form Design Tools ->Design->Controls->Combo Box

BE s & L T T L e ey m——rr——

:} Combo Wizard: Unhide key B = o == s ol T e
The key column in this example is RatingID. | o e (I A0 =G E N B EBOIH o Kbty Popety T

R T

v Pns - S————
Al Acoess Dbpedis & =

Do This: Unhide the Key Column _— o UG CLLTELN JELAAIAT KA KL
Uncheck the option: Hide Key Column

- | -
== I
-
What Do You See? There are two Columns. ool ‘
5 Y
F
Do This, Too: Resize the Key Column B e How wide would you like the columns in your combo box?

“

Drag the right edge of the RatinglD Column to

b | ]
make the width 0 (zero.) A zero width hides -:::“_ To adjust the width of a column, drag its right edge to the width you want, or double-did: the
the Key Column, again, so the user only sees & o right edge of the column heading to get the best fit.

[T

the Rating Column.

[ | Hide key column {recommended)
Click Next. /
RatingID | Rating
Keep going... c
MR,

Memo to Self: When you Unhide the key

column, then you get to choose which Field
you want to store at the end of the Combo
Wizard.

PG

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Unhide Key Column)
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The Missing Step in the
Combo Box Wizard:
Select the Field to Store

Going back and resizing the key column brings up
the missing step and the option to select which
Field you wish to store.

The Combo Box Wizard default is to select the key
column, Rating ID. However the tbIMovies stores
the Rating (G, PG, R), which is Text, and not the
RatinglID, which is a Number.

Match. Match. Match. The answers from the
Combo Box have to match the data type of the
Field in the Table. Text always goes with Text.
Numbers always go with Numbers.

They have to match.

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

Keep going...

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

g T o (et VO
I oo crian peeucata  DATARUTOS | Cibw | mmuedl  Fommar Ly |
e - — | e — — ]
;_v.l B coon . - ® R il .g
+ labl| Ay (== : L 1l - & - Titte £ Vo Ll
Wors | T [ iy - ' o " - Lol Rumrng Prvgarty Tob z
- : Boae s | e | Thont, ey vt ' st e el
Al ACESS Dbgidls = = e i
. ’ » f r . 1 f . . 1 " f r . . f . . -

# 1 oem Hrade

Movies

}711&111;!
g g L

e
L

. when you select a row in the combe box, you can store a value
-pl from that row in your database, or you can use the value later to
o perform an action. Choose a field that uniguely identifies the row.
- Which column in your combo box contains the value you want to
.o store or use in your database?

Available Fields:

RatinglD

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Select Bound Control)
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h h«:e Form Design Tools ->Design->Controls->Combo Box
[- ] v O e WORS st bt WOTLAN | gttt T ur e reren Vit L AM e el Wcen =
Combo Wizard: Store Value B e o o e [l el
Now...you can store (save) the value selected Vou | T [y | o] Ag = L] Sl 8 ECC : ;f:........ "‘...""“"-:‘...."'g.:'.. :::f:.. —
from tblRating to the value in tbIMovies. v | — i 8
Al Acoess Objedts & = "'*“_ . . : ; . . : . . : ) ! . | !
8. Try it: Store the Value s o | —

Select: Store that value in this field.
Choose a value: Rating

Click Next. Y /| - 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
Keep going... "F" i I - perform a task. When you select a value in your combo box, what

do you want Microsoft Access to do?

(") Remember the value for later use.
(@) Store that value in this field:  Rating [wl

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Store Value)
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7‘;,:“ Form Design Tools ->Design->Controls->Combo Box
N Combo Wizard: Label TS e L L

The last step of the Combo Box Wizard asks to v | T e |0 A= R = Ml R EOC i s |y bty T ST i
name this Control. : - iy . 9
9. Try it: Enter a Label for the Combo Box -y e
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 ceate your combo
box.

’ Cancel

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Edit Label)
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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.

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

gE " e g Prgorhvicies PITAR [tabe- vt st Dottt ol s SZLRA o0 0 Ubsoant 3007 - 2011 Rla ot - decoms

B s o irwessat  fwtas o

K e $l Bprwnimg T Lpdaciom - [h e x ¥ Baglagw
. T - o -~ i
i Covy 1 Coveting. "D i Biow ey R
. tan = * et "
= o T Toggbte | gy 0 Swkme o 6 U ekt ¢
All Access Objects @ « || 3 ==
— Movies
Ve ]
- ) M raar Ratng [
3D wtaer 7 ¥ Howrs @919 L L =
@ 1 3 71 Jemg Saem ) - —
Charries & L]
+ ¥ 5080 201 T — ]
e 1)
P e LA B 271 L3 /[ e
P - ) — o s
$ u 4 Aboat 3 Bary 3900 el
Vorems « (7] B b i b [OR - J— | . |
o . - ]
[
3 =

R

Microsoft Access 2013 Inermediate Page 48 of 281

e Fracn Aember
S Wl Cnarany T
Jonagh Coedon Lpest
Py Wik | o |
Hhgh Gawe
L b Vo bt
Coad St
=]

Walaw 1t

Dicases ity +




unm

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.

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...

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

3%

......

Microsoft Access 2013 Inermediate
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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...

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

B

Vw | The

:.1 o

e BT

abl| Ag (-

Maovies

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Set Form Control Properties

ETniacki 1056

o

DERH | adRaMGl  FOsaAAT

| I L . - ] T ekl iy gty 1
Pl | Shes | O

Property Sheet

Selection type: Combo Box

Combol3 (V]
Format Data | Event | Other | Al
Mame Combol3
Control Source Rating
Format

Decimal Places Auto

Visible Yes
Datasheet Caption

Column Count 2

Column Widths 0.2%1"
Column Heads Mo

List Rows 16

List Width 2

Separator Characters System Separator
Width 1

Height 0.2188"

Top 0.0833"

Left 3.666T"

Back Style Marmal

Back Color Background 1
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Edit the Properties

This Combo Box has tblRating as the Record
Source. tblRating has two Fields:

RatingID, (Number)

Rating, (Text)

The Movies Form has tbIMovies as the Record
Source. tbIMovies has many Fields, including:
Rating, (Text)

Before You Begin: What Do You See?
The Control Source is Rating, which is Text.
The Column Count is 2.

4. Try it: Edit the Properties
Name: RatingCombo
Column Widths: 0", 1"

Now, the first Column will be hidden ( 0" wide) and '

the second Column will show the Rating.
Keep going...

Memo to Self: The Combo Box shown on this
page is Named Combo17. The name on your
Combo Box may be Combo1, 2 or whatever the
auto number may be.

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

LR

L L LRy

Ve

LT

'f

=]

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Set Form Control Properties

Dl | Al ot

L |

Property Sheet

Selection type: Combo Box

RatingCombo

Format | Data | Event

MName

Control Source
Format

Decimal Places
Visible

Datasheet Caption
Column Count
Column Widths
Column Heads
List Rows

List Width
Separator Characters
Width

Height

Top

Left

EBack 5tyle
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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.

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.

T —— e
‘ ) TR
— T2 e 157 Hours (2010)
521 Jump Street (2011)
se— [ += 50150 2011)
e 7| 1A Separation (2011)
She. ' liAbout a Boy (2002

- About Schmidt (2002)

% ;"'AbSU|UtE Beginners (198
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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 07, 1.25”
18. Save the Form. Close the database.
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Test Yourself

1. Which of the following can look up data 3. Which step of the combo box Wizard

from one table and add it to another? prompts the user to enter a Label?

A. Select Query A. First step

B. Combo Box B. Last step

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

Tip: Intermediate Access, page 36 Tip: Intermediate Access, page 47

2. What are the options for getting the target 4. Forms should be tested in Form view as a

data for a combo box? user sees them.

(Give all correct answers.) A. True

A. From another Table B. False

B. From another Query Tip: Intermediate Access, page 48

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

D. Find a record on my Form from the values 5. Which of the following is true?

| select. (Give all correct answers.)

Tip: Intermediate Access, page 38 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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Access 2013: Representing One-to-Many

Forms and Subform Design, Part 1

ALFRED HITC HCOCK'S

THE Bigg~

Intermediate Access Objectives BIR o o e
In this lesson, you will learn how to: b | [E] e | m B 2 F
o (S e [ RS s el
1. Use a Query as the Record Source for a v | e e T ——
Subform. All Access Dbjects @ > jm’“‘ — TR
2. Apply Quick Styles to Controls in a e *’ “:"‘;:""m ""':
Form/Subform. - S ey ipviygr e
3. Apply Conditional Formatting to a Subform that s R
has Datasheet as the Default View. - = T —
# - e
4. Create a Form that has a Bound Control, a e B e ey n o
Combo Box, that will filter the Records in the 1 R ek TR s
- " =
Subform. = 2] MovieSearchsQ '\
MovielD - Movie
19 Aladdin (1992)
20 Alan and Naomi (1952)
21 Alive (1993)
22 All the King's Men (2005)
23 All the Little Animals (1998)
24 All the Pretty Horses (2000)
© 2014 Comma Productions, LLC ;
25 Along Came a Spider (2001)
26 Altered States (1980)

27

Amateur, The (1981)
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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
popcorni.qgif, popcorn2.gif,
popcorn3.qgif, popcorn4.qgif, movies1.gif.

BBL Int ver3.accdb

2. Practice
Do the Practice Activity on page 85.

3. Assessment
Review the Test questions on page 86.

Lesson 3 : Form and Subform Design, part 1

Create Ribbon

52 BEE M

F}i Farm Wizard
Mavigation =

Application | Table Table SharePoint | Query Query | Form  Form Blank
Parts ~ Design  Lists ~ Wizard Design Design Form =] More Forms -
Templates Tables Queries

&

Form Tools->Datasheet Ribbon

I.r‘,ﬁ/ B Colors -

View | Themes Fants =

Add Existing Property | Background Alternate Conditional
Fields Sheet Color~  Row Color~ Formatting

Tools

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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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.

=
4
3

This lesson will use a Combo Box to filter the movies: There are many movies that have the same Rating. In the following lesson, we will
link the Form and Subform. We will test the programming and troubleshoot the possible errors.

Microsoft Office Access: Example of a Form with a Subform

|’ =] MovieSearch ',

Search the Movies

Rating |PG v Genre  Family v A TCHCOCK'S
MovieSearchSubform THE F_Bmﬁf'
Movie - Rating ~ Genre - NG 'Q_ '
Around the World in 80 Days (2004) PG Family -
Borrowers, The (1997) PG Family F
Cat in the Hat (2003 PG Family
Cheaper by the Dozen (2003) PG Family
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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.

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.

Microsoft Office Access: Example of a Form with a Subform

S

T s T | 18 B S, WO
) ke :
T TR
- o i T T —
- B MovieSearchsQ
- MovielD - Movie Rating - Genre -
m 19 Aladdin (1992) G Family
20 Alan and Naomi [1952) Drama
21 Alive (1993) R Diaster
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) P13 Documentary
26 Altered States (1980) R Thriller
27 Amateur, The (1981) R Thriller
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Ong Start -> Microsoft Access 2013

Before You Begin

Before You Begin: Open the Sample Database
Go to Start Microsoft Access.

Access will prompt you to open a database.

=
4
3

1 SECURITY WARNING Some active content has been disabled.

. All Access Objects ® «
Search. ye.
Tables *

=_=j thlCustomers

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

sawwfoodi! &

The FrontRowVideo Int3.accdb database has:

1 & 2

Three Tables: tbiICustomers, thiIMovies, tbIRating =_=:|
thiMovies

Four Queries: MovieSQ, MoviesByYearSQ, ' ’ Queries
CustomerNameSQ and CustomerHomePhoneSQ

EEfEEg

e

'@ CustomerHomePhones0

Two Forms: Customers, Movies .@ Cust . 50
UsTOmeridame

Two Reports: Movies by Year, Customer Name '@ MoviesByYearsQ

Keep going.... '@ MoviesS0

Forms ry
Mgmo to Self: Databages need to Read arjd Write.. B customers
Click Enable Content if you see the Security Warning.

E Movies

Reports #

Eﬂ Customer Mame

B Movies by Year

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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One Table Tools->Sort & Filter->Ascending
E [- (5] Trmthos/Yades W BUAN | Dusbass CAUamvinlbri Do camars FroatoeVicins It HUAM ool e 2007 - 201} tin b, a =
: Review the Data ? e e R e = e
A database is only as good as the data. What e s = -T.‘"" z Tl P T
kind of data is in this database? i
Try This: Review the Data " :
Go the All Access Objects. ) i
Double-click a Table: tbIMovies
What Do You See? There are 401 movies in : -
tbIMovies. Sy
Try This, Too: Sort the Data .
Select the Rating and Genre Columns. 4
Go to Table Tools->Sort & Filter.
Select: Ascending. = thMovie;
What Do You See, Now? The movie records MovielD -~ Movie - | Year - | Rating ~-t| Genre %
aren't complete. Some of the movies do not I 213 Legally Blonde (2001) 2001
have a Rating, some do not have a Genre. |
Many are missing both. This will be part of our 116 Fast Sofa (2001) 2001
discussions, later. 118 Fast-Walking (1982) 1982
119 Fatale (1992) 1992
OK! Save the Table ] ;
Go to File->Save. 164 High Crimes (2002) 2002
Close the Table, too. 349 The Intouchable (2011} 2011 Comedy
151 Great Expectations (1998) 1998
246 Mrs. Winterbourne (1996) 1996
82 Confessions (2010) 2010 Drama

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Create a Record Source
for the Movie Subform

The Subform will be a list of the movies. It will
look like a Datasheet. The Record Source for
this new Subform will be a Select Query that
uses tbIMovies.

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

You will be prompted by the Show Table.
Select a Table: tbIMovies.

Click Add.

Keep going...

Exam 77-424: Microsoft Access 2013

Create ->Queries ->Query Design

[ THE T3 [T T T R ———
[ T p———————
" _! + 7 B !)w ¥ e o i | T bt ke

[ Farn Toremage

Dt C st
T

B s B

Al ACoess Obgpecis ==

.
T b

m.

’;;ﬂm 1

£

¥

B u

& u

it

|

- " .

— oW Tables | Queries | Both
L]

o &

| thlCustomers

3.0 Create Queries
3.1 Create a Query: Select a Table
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Add Fields to the Query
2. Try it: Add Fields to the Query

Add the following Fields to the QBE Grid:

MovielD
Movie
Rating
Genre

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

Keep going...

File ->Save

2 = ‘ T WA Temntioahades. W BLAM | Dutsbiss 4Ry’ st D womamnay opatiasafichas ot MAM. ol L s 20 - 201 Vil Bt} ¥ a n
B o cun oo eusrioos | o it - i}
e = T e R [P L L T T — T T Py e
! | # ot L Z T
P S T RS — Tl Pupmaiony
: Tabla

el N
55 Objects @ = | % == = Property Sheet . 2

=

b " SRS J —
T ke m e gy
D ma s i o Srvieplam
gl PP [F— e
- - e e ke
J mmey Taghon
[ Y-y [ETE
= .
P
-
¥
.
P v
T
|
o u
Erpenr
L] I e— Wi Ralmg [
m Totar e Errey [reve e
e - o - -

Field: | MavielD Povie Rating Genre|
Table: |tbiMaovies tbiMovies tbiMovies tbiMovies
Sort:
Show:
Criteria:
orn

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Add New Fields
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Opg Query Tools ->Design->Results->Run
[ =] - " —— - N
Run the Query - T | g S =
3. Try it: Run the Query sew ) e = bt | ™ &g |8 7 R A
Go to Query Tools ->Design->Results. 3
Click on Run. C e . T ooy -] oy
What Do You See? The MovieSearchSQ ==
The Query returned 401 movies. o e
There are four Fields: - A
MovielD § st : -
Movie e 5 s TR [,
Rating e ‘ : e
Genre A . ‘ 0 et e 2
OK, the Query works. '= T a— —
Now, let's build a Form with it. = MovieSearchsQ '\
MovielD - Movie - | Rating -~ Genre -~
Do This, Now: Close the Query. ! 127 Hours (2010) R Drama
2 21 Jump Street (2011) R Action
3 50/50 (2011) R Comedy
4 A Separation (2011) PGE13 Drama
5 About a Boy (2002) PG13 Comedy
& About Schmidt (2002) R Satire
7 Absolute Beginners (1986) MR Rock Musical
8 Absolute Power (1997) R Thriller
9 Accidental Tourist (1988) MR Drama

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run a Query
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r
c::” Create ->Forms->More Forms->Datasheet
o . e ¥ ellay s AR Dt s b st Doty ) el bt S0OLAN w01 0 Lot 0T . 301 Pt g . ecana P = & x
Create the MOVie SUbform = K:’ ;l.;—lll’;m;; :;.m:.g"m; Rrommors | [= " L Ry W T Mt — ‘
A Datasheet is a good way to list the movies in s et s o oy v 1m0 P, e e . e
the Subform. Here are the steps. e — et bl - S - 1
Al ACoess Obpepis = =
== m
1. Try it: Create a Datasheet Form . ' = i
Go to All Access Objects: Queries. 3 - _
Select a Query: MovieSearchSQ. Oures ; B = Form Wizard ; —
(Click once to Select the Query. Do not double %~~~ @g E-E D [ Form Wizar WL
click or the Query will run) $ u- e Mavigation = :
N Form Form Elank Report Report
_— Deesi Fa Mare Farms ~ Diesi
Go to Create ->Forms->More Forms. T e Ign rm Ign
Click on Datasheet. & e Form:
W o Multiple ltems

Keep going...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms

= b

| Split Form

1| Modal Dialog

4.1 Create a Form: Create Forms With Application Parts (Datasheet)
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O::G Form Tools ->Datasheet

E L TRORAIOON, PassshuyWalen itSTAN : Demshm- Civesalut et serafrtfules St ANL 0k QACores U - 2041 Ale fasmat ¥ = & %

:} Hello, Movie Subform e Bl S = E - R
2. Try it: Review the Datasheet Ribbon | o iy | My R Wit st {omti
A new Datasheet Form should open. The ‘o = _ : 2
Form Tools now has a Datasheet Ribbon. it ol M| == T AT "~ Property Sheet ”
e .l 137 Mo (0181 " == i s e

The Datasheet Ribbon includes: 3 i', @ H Sy * FORM TOOLS
Views ol

el FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS DATASHEET
Tools - o = —
Formatting — b{ B Colors - D‘D = EEES .-I

_,',\_‘-, m L1l L]

. View | Themes Fonts' Add Existing Property | Background Alternate Conditional

Themes

This could be fun.

Keep going, please... Fields Sheet Calor~  Row Color -~ Formatting
Tools Formatting
MovielD - Movie - | Rating ~ Genre -~
ﬂ 127 Hours (2010) R Drama
2 21 Jlump Street (2011) R Action
3 50/50 (2011) R Comedy
4 A Separation (2011} PG13 Drama

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Create Forms With Application Parts (Datasheet)
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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

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

4.3 Format a Form: Modify Existing Forms (Datasheet)
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T
c::” Form Tools ->Datasheet->Formatting-> Conditional Formatting
R o TR N #rsercbin et HAN D SJURAE S N ST T,
Use Conditional Formatting & 5, =" == o= o
g _ A Bicm B e k
Conditional Formatting formats the color v | - | aastatey (| bt st ot
depending on the Rules that you set up. This fomemny
example will format the Rating data. Al Access Dbjects. @ - | el =
=y : :E{“.:"'m
Before You Begin: Select the Rating Column : e . Saparsten (41
in the Datasheet Form. Selecting the Column ... : e T
. . . B t
is important in this example. - .
Fu :
*
1. Try it: Use Conditional Formatting F -
Go to Form Tools ->Datasheet. =
b |

Go to Formatting.
Click on Conditional Formatting.

Show formatting rules for: |_|E||

tisapars vt - J

._ Froperty Sheet ¥ 1

trwctmn by L e
iy w

Fismal | Duls | Beesh | OWew A0

Tama
e ban
Porms

il

Crvma P
e

e et

e
i Beld P

el

Eﬂ Mew Rule G Edit Rule 2 Delete Rule

The Conditional Formatting Rule Manager

should open. The Rating Column was selected
so this formatting will be applied to the Rating
data.

Rule [applied in order shown)

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

Keep going...

Format

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Modify Existing Forms (Conditional Formatting)
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E >
o::" Form Tools ->Datasheet->Formatting-> Conditional Formatting
E G ! Py APOIL LO)13
:} Edit the Formatting Rule N e M o w
Each Rating in the Rating Table can be | | g R St e Gt
assigned a different color. : S CHANGELING

:l\__ Moviet) - - e -
i 17 Haw L L] vams
For example, G rated movies could be a- S A= S ——
formatted green. R rated movies could be A . Py
formatted red. ey 3 R it i b o
:: ; 13 T rubd iy
. . . ; . 3 Fomms ey iy v
2. Try it: Edit the Formatting Rule e " P iwer s (=] [oasiin S0 -
Field Value is: equal to ¥ u o ] e
Enter the Rating: G = = S
1 B EEESEEN
Format the color: green = 2 ]
R " e —
-lw - T e T T T T T T T T e
. 3 e | L¥AL ey SEENEESEEN
Keep going... . m :.»--dlnn-'-um-, ; P 1] EsEmm
;4’* :A x; :-‘;1 N (200 : ::;:-: -
1 21 Tl | T Aol VR " wass &
-1 Al tha Fretty e | L) Drams
At Carrar & Spichee {701 L) D gerspratpey,
L AP T

Select a rule‘t].rpe:

Check values in the current record or use an expression
Compare to other records

Edit the rule description:

Format only cells where the:

Field Value Is W equal to W |G

Preview: =
review AaBbCciyZz B I U Q | A~ =

Exam 77-424: Microsoft Access 2013
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Add More Rules

3. 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. So...what do you see?

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

S

e L

b | ] M

Wem | o [t -

Al Access Obpets 8 =

T, BATA

—

[

e

Bk TESA

e—

B

dovia
7 Hvar [ BB

» fmaa bmn ¥ e

ATAETT

E

Kl oty Excir Arar bl
R

NTATEN -

T tyem e || 5 e | 3 e B

Boah ] & B Fioma
........

a5

||R.ating

B

AR

s vt - J

= Property Sheet * 3

trirctmn by L e

Aaimy w

Fisnal | Culs | Beeshl | OWaw A6

T Rt -
- -

S [

Cwvma Fuairs i

e "

e Fprmat Fiam i
e

e D4 PR (e

7 New Rule 7 Edit Rule 7< Delete Rule P

Rule [applied in order shown)

Value = G
Value = PG

Value = R

Format

AaBbCctyZz

AaBbCcyZz
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o;:’ Form Tools ->Datasheet->Formatting-> Conditional Formatting
. . B one  cean oA owtad oo | oasen
5 ReVIeW the Formattlng be | (2] S| 0 NEN 3 | A BEATMAN BEGINGS
4. Try it: Review the Formatting Vo | i | Aty B St e ot .
The Rating data has been formatted based on Vom |_ e ——
the Conditional Formatting Rules that you just A8 Acoess Ohgects 8 = i = g T G
programmed: Tt s D ——— -
Green for G B — CO—T - =
Orange for PG — et 00
Red for R B tsnsomsmirmsns 2 ;:';::;.;:;....; "6 Dot
What Else Do You See? The PG13, PG14and . T
PG15 Ratings were not formatted with a B o - R —
Conditional Formatting Rule. They are still the 3 R s
default Theme color, black. I Mot = —
o - [t
.. . =
Keep Looking: The Conditional Formatting also .
over-wrote the Table formatting for alternating =8| MovieSearchsQ
colors on the Rows. MovielD - Movie - Rating - Genre 4
Made you look e IREC Aladdin (1992) G Family
20 Alan and Naomi (1932) Drama
21 Alive (1993) R Diaster
22 All the King's Men (2005) G Drama
23 All the Little Animals (1998) R Drama
24 All the Pretty Horses (2000) PGE13 Drama
25 Along Came a Spider (2001) PG13 Documentary
26 Altered States (1980) R Thriller
27 Amateur, The (1981) R Thriller

Exam 77-424: Microsoft Access 2013
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0,,:& File ->Save
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Finish the Subform = e ey L

A Subform doesn't need many sh. 1 :': m;ﬂ”;_ ..n"ﬁ',,. — .:...!lf.;...

embellishments. It doesn't have a Form S Sl e e 5
Header for logos or branding. pryPe—— Y Srr—

fy el MovielD -
. I W I i 137 Hours (20404
5. Do This, Now: Save the Subform 3 mweunemen | 12 24 Jump Steeet (2011)
ilax T iemsevies | 3 BOE0 (2041, R
Go to File->Save. i P 4 Separation (2011)
Enter the Form Name: — s BE About a By (2002
MovieSearchSubform. E re——— About 5
B it | Abachte B
L] Apeobte Pg

T

Click OK and close the Subform. B vesonria T
Very Good.  — 1 11 Acveriures of AE——
1“:,“_"_‘ o ASveriuses of Pincceiue, The (1990
- "I : | 13 AR (19T A
o 1 1 AUis Dk, My Swinet | 16400

B Cuntomr Name
B v by e

4
18 Agency (19840]
17 Agraes, Broene (1005
18 ar Ammenica | 1000}

1 Ao {19

Save As

Form Mame:
|Muvie5eard’15ubﬁ:rm
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Create a Record Source -
for the Movie Search Form =S

The Record Source for the new Movie Search Py
Form will be a new Table, tbIMovieSearch, which wn.

will have three Fields.

1. Try it: Create a Table

Go to Create ->Tables->Table Design.

Keep going...

Create ->Tables->Table Design

KN -

W B

Sepicci | Lot Tetie St | ey ey
i, S | ey e

All Access Objects & =

\-.kﬂg,:‘

“FEEE L L

CREATE

HOME EXTERNAL DATA
B T RS

Application | Table Table SharePoint | Query Query
Parts ~ Design  Lists - Wizard Design

¥ Templates Tables Queries

All Access Objects @ «

| Search. 2

Tables -3

B4 tbiCustomers

B tbiMovies

EH tbiRating

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create New Tables
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o::“ Table Tools ->Design->Tools->Primary Key
E g% i Tl Bt Rl Waben AR | Dimnsbars- vy i Dnarmprty'sl vomiions 'alen e A o1 08 [hoomns JI07 - 304 1 iy dgmmt - t & XK
5 Edit the Fields E;u ..vu's i :“:...m.: w..:.m. _ = — - Dt ity +
2. Try it: Edit the Fields = R g P s i e ,_mrﬁn
Enter the following, please: : —— e L L U
L:\n it s ‘- F‘ .‘ Frmkd Mama : Sts Typs euiption (Optionsl .'.
Field Name: MovieSearchID o gl ] - .
Data Type: AutoNumber D mase :
Field Name: Rating 5 -
Data Type: Short Text r
# u
Field Name: Genre ?:ﬂ e T
Data Type: Short Text 3w s —
:‘H—" — E.: T P Do
Try This, Too: Create a Primary Key B e o e e et
Select a Field: MovieSearchID
Go to Table Tools ->Design->Tools.
Click on Primary Key. [ =T Table1
What Do You See? The MovieSearchiD Field = _ I A Data Type
has the symbol for the Key. In the Field #* MovieSearchID AutoNumber v
Properties, the values are Indexed (yes), so Rating Short Text
that th illb duplicates.
at there will be no duplicates Genre Short Text

Keep going...!

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Field: Add Fields to Tables
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One File ->Save
T i A Wy ol e SN Dl s bt e v ol ara st “ - ®
Save the MovieSearch Table == B b I DM o B s
3. Try it: Save the Table | i P i oot i G
Go to File ->Save. N e ) - 3
Enter a name: tbIMovieSearch. e B T 2} Progerty Sheat *
e e =
Click OK. S e —
This little table will be the Record Source for < e o
the Master Form, the top part of the Movie ‘; ) e
Search Form. L fn_‘?} -
_‘i Forst gy Sl By O Lnid "
The purpose of tbIMovieSearch is to hold the - . P b e
Rating value that the user selects from the B s
Combo Box. o .

_ 'ﬂrf’is‘.gt.,l"
Close tbIMovieSearch. 4 ALLEN WERTE, e
L YLK MAN

Keep going...

Table Mame:
tbiMavieSearch

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Save a Table
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Ong Create ->Forms->Form Design

B E ‘
B s cman D pate  pwtaie T

1 R

Create a Movie Search Form

DM AdRaMG | PO

This Form will give the User a Combo Box to Filter P bkt
the movies. For example, the Rating Combo Box ‘.
could be used to show only G rated movies. e ——— arr
1. Try it: Create a New Form 3
Go to Create ->Forms->Form Design. 3
Try This, Too: View the Property Sheet .
Go to Form Design Tools->Design->Tools. F u
Click on Property Sheet. e
o |
What Do You See? The Property Sheet should o Pro pe f—t}" Sheet
open on the left side of the screen. 4 . :
The Selection type is Form. Selection type: Form
Form W
What Else Do You See? The Record Source is
blank. This Form is not connected to a Table or E Format | Data | Event | Other  All
Query, yet.
Record Source
Itis Unbound. E:stbﬂp” e
. hodal Mo
Keep going... Default View Single Form
Allow Form View Yes
Allow Datasheet View Yes
Allow Layout View Yes
Ficture Type Embedded
Picture [none)

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Create New Forms
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o;:’ Form Design Tools->Design->Tools->Property Sheet
oE s T T T T T e - T T
Movie Form Design: _m me_own emevm veenr [ s i+ )
Select a Record Source - - e :
When a Form has a Record Source then it is All Access Objects @ = 3 o ) ) . i 2
Bound. This Movie Search Form will use = L

tbIMovieSearch for the Record Source.

2. Try it: Select a Record Source

H

The new Form is open in Design View and the 'E
Property Sheet is open. . .
Go to Property Sheet->All. . N
Click on Record Source. -
Select: tbIMovieSearch. T
— " Property Sheet
Now, this Form is Bound to a Table. o Selection type: Form
The Fields in tbIMovieSearch are available in Form =
the Field List if you click on Add Existing
Fields. ﬂ Format | Data @ Event | Other  All
Keep going... Record Source thiMoviesearch Wl A
Caption CustomerHomePhone50Q
Pop Up CustomerMamesQ
Modal MoviesByYear
Default View MovieSearch50
Allow Form View Movies5Q
Allow Datasheet View :E:;““_"m”‘
Allow Layout View -
Picture Type tbIRating

Picture TITOTTE]

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Modify Data Sources
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o;:’ Form Design Tools->Design->Header/Footer->Title

Movie Form Design: E e w w
Add a Title to the Header [P (R o - g

The Header is a excellent place to confirm that ., .,
this is the right Form. A little branding works, —

too. This step will add a Title to the Form 3
Header. S rim

3. Try it: Add a Title to the Header
The Form is still open in Design View.
The Property Sheet is open.

Go to Form Design Tools->Design. . :
Go to Header/Footer->Title. § veseeians | 1=8] - Formi

el | ago
I—E 9 # Form Header
Title '

BEZE
E.:'t_-.Date and Time m

1Search the Movies

Header f Footer

What Do You See? A new Form Header will
be added to this Form. There should be a new
Label in the Header.

Edit the Label: Search the Movies
Keep going...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: insert Headers and Footers
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Movie Form Design:
Add a Combo Box

Controls can be Bound or Unbound as well. A Control
is Bound if it has a Field in a Table or Query as a
Record Source.

The following pages will add a Rating Combo Box to
this Form. This Combo Box will be used to filter the
movies in the Subform. You'll see. It's cool.

4. Try it: Add a Combo Box
The Form is still open in Design View.
The Property Sheet is open.

Go to Form Design Tools->Design->Controls.
Select a Control: Combo Box.

Click anywhere in the Detail section of the Form.
The Combo Box Wizard will open.

Keep going...

Form Design Tools->Design->Controls

I . W
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Exam 77-424: Microsoft Access 2013

4.0 Create Forms

This wizard creates a combo box, which displays a list of values you
can choose from. How do you want your combo box to get its
values?

@I want the combo box to get the values from another table or
query.

(I will type in the values that I want.

Dﬁnd a record on my form based on the value I selected in my
combo box.

4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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o::“ Form Design Tools->Design->Controls
E LT . ] . ;
5 Movie Form Design: E n-::lal'u:u ] . Tiiven BATA  BTabicid TEsRs u: I SRANE AT — i - Fitetn 48, l
- o = Uk k]| s [ 5, [ i ® 1l B - " e P ..: 7 o i
Combo BOX Optlons o . __‘_.I"‘" _?T-d'j.—r e i -1-a—-—|'u—-\A---s.-u-lm )
Here are the answers to the first steps in the Al Acgess Objects & =] 3 == M bonerty Sheat * 5
Combo Box Wizard. = 2 e o Lrociorod R “.“._.
E geproh the |\+._|.,u ] | | | | | ::... P :
5. Try it: Walk through the Wizard E e I e _ :"'..h.:. - B
Get the values from a Table or Query . o g e e —
¥ =i S — P "
Go Next. Select a Record Source ; :..f:*:: "
Select a Table: tbIRating z i smcnaran S s pem e
e S — [ ke
[ BT
Go Next: Select the Fields o - i oy
Select both available Fields: - - e i
RatinglD (a number) o e | | apen [ e it T

Rating (text)

Available Fields: Selected Fields:
Go Next: Sort the Fields

Select Rating to Sort (ascending)

RatingID

Go Next.

Keep going...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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Movie Form Design:

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

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.

MO < o

Form Design Tools->Design->Controls

g H -
EnTiivens BT

= '| Bicwn-

Wew | o [t +

All Access Objects =
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e
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7 Dt e T

tsapars vt + J
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" I" B Verw Conle

Ak Lembomy Pty Tan "
il Mhmal Cader ) Dt Fives i ol W Wl i
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trivchma g ot s
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T
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i vl ] i B P () i e B
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e

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

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

[ ] Hide key column (recommended)

S

Fismat | Buts | Boyetl | e 46

e
lgempbean
[

Grvma Fr
]

Chmssnard g
sy -
e A
-
[T

Lok
HpEE e
wadn
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e
"

-
Ly R
i

A

To adjust the width of a column, drag its right edge to the width you want, or double-did: the

T s L R0

RatinglD

MR
PG
PG13
PG14
PG15

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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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 tbIMovieSeach.

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

[ T O D
T R T e ——

1 oo+
L abl| Ag

Vw | Thamas [0 s - ¥ ) 1 4

i
1

: ' e Pl ol o el B
; i

o « Available Fields:

. RatingID

=

() Remember the value for later use.
{®) Store that value in this field:  |Rating

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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Movie Form Design:
Edit the Combo Box

The Rating Combo Box Control has two
columns. The first Column is the RatingID,
which the User does not need to see. You can
edit the Column Width to be zero so that it is
hidden.

9. Try it: Edit the Combo Box Property
The Form is still open in Design View.
The Property Sheet is open.

Go to Property Sheet->All.

Edit the following:

Name: RatingCombo

Column Widths: 0";1"

List Width: 1"

Do This, Now; Save the Form
Go to File->Save.
Enter the Form Name: MovieSearch

OK, does it work?

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

[ =N e O 5 o e o MY s v e Ly | el

EOl < cwn o
| (] S R
- s i - 7 Vi

Ve | T [ . i

,.}!‘

i
i

L LR

Property Sheet

Selection type: Combo Box

il

o . ! . | Rating Combo

Format | Data | Event

Mame

Control Source
Format

Decimal Places
Visible

Datasheet Caption
Column Count
Column Widths
Column Heads
List Rows

List Width
Separator Characters
Width

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Edit Form Control Properties
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OZ:Q Form Design Tools->Design->Views->View->Form View
:} Test the Combo Box MR o e MM e n Wl
Before You Begin: Change the View vom pae 0wty kb !:w¥'« 3 iy i
Go to Form Design Tools->Design->Views. s .
Select a View: Form View. ;~I = e
o L | ;

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?

'i"u
L

L& 2

What Do You See? Does your Combo work?

| 23] MovieSearch

U WA SS

Search the Movies

Rating | W

MNR
PG
PG13
PG14
PG15
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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. 5
5 m
Create a Record Source for the MovieSearch 3
Form, tbIMovieSearch, a simple Table to hold = .
the search criteria. q
- pr—
B

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

In the next lesson, we will link the Form and

=8| MovieSearch SQH

Subform together. MovielD - Movie
19 Aladdin (1992)
Grab 'a cookie and come back when you are 70 Alan and Naomi (1992)
ready! 21 Alive (1993)
22 All the King's Men (2005)
23 All the Little Animals {1998)
24 All the Pretty Horses (2000)
25 Along Came a Spider (2001)
26 Altered States (1980)
27 Amateur, The (1981}
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Drama
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Practice Activity

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 tblProducts 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:

ProductSearchID, Autonumber (Also make this the Primary Key)

Type, Text

Specialty, Text

10. Save the Table as tbIProductSearch. 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 tbIType.
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 0”7, 1”

17. Save the Form as Product Search

18. Save and close the database.
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Test Yourself

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 sourse 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 D field) by default for the field to store.
A. True
B. False

Tip: Intermediate Access, page 80
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Access 2013: Representing One-to-Many

Talre

=
4
3

U7 Forms and Subform Design, Part 2

Intermediate Access Objectives | 55| MovieSearch \
In this lesson, you will learn how to: , X

%% Search the Movies

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. T
4. Add a Macro to Refresh the Records in the Rating ’PG| E]
Subform when the Combo Box is changed. .
MovieSearchSubform
MovielD - Movie
15 Age of Innocence (1993)
20 Alan and Naomi (1992)
33 Among the Cinders (1983)
a0 Apollo 13 (1995)
[ ==2] MovieSearc \i 7 MovieSearch : RatingCombo : After Update \,
© 2013 Comma Productions, LLC RunMenuCommand
Command Refresh
+ | Add Mew Action W
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Lesson 4 : Forms and Subform Design, part 2

Form Design Tools->Design Ribbon

1. Readings Aj
Read Lesson 4 in the Intermediate Access raa H Colors ~

A 5 m—

guide, page 87-114. _ [} Aﬂ @l I—jl o =@ |:|| |

View | Themes Fonts - oD
Project v - Control
Link a Form to a Subform and test it. s EJ EMEs EJ ontrols
Downloads Form Design Tools->Design Ribbon
FrontRowVideo Int4.accdb .
popcorn1.gif, popcorn2.qif, =l Logo DD _:: DEEUQ Subform in New Window
pop_corn3_.q|f, popcorn4.gif, [ Title — | /= 5?1 View Code
movies1.qgif. Add Bwisting Property Tab

F.'E.Date and Tirmne Fields Sheet  Order %Convert Form's Macros to Visual Basic
BBL Int ver4.accdb Header / Footer lJ Tools
2. Practice Menu Maps

From the Home Ribbon
Home ->Views->View->Form Design, page 92
Home ->Records->Refresh, page 102

Do the Practice Activity on page 115.

3. Assessment

Review the Test questions on page 116. 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
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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.

=8| Movie Search ,

Search the Movies

D]
Rating [P v
MovieSearchSubform
MovielD - Movie -t | Rating ~t| Genre -
Access: Example of the completed 15 Age of Innocence (1393) Romance
Form and Subform 20 Alan and NMaomi [1992) Drama
33 Among the Cinders (1983) Drama
40 Apollo 13 (1995) Drama
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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.

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

Microsoft Access: Example of a Form Control with a Macro

Property Sheet

Selection type: Combo Box
RatingCombo W

Event

Format | Data Other All

On Click
Before Update
After Update
On Dirty

On Change
On Mot in List

[Embedded Macro]

i ,j MovieSearch : RatingCombo : After Update

RunMenuCommand

Command

Refresh

+ | Add Mew Action W
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start ->Microsoft Access.

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: tbiICustomers, 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.

Start -> Microsoft Access

o gty

B BT MR, o miert 0o S B i, [k b e Uk st

Acoess Objects

Fabdes

f
i

L L LR R

o

e

“.... | All Access Objects

Search.

=_=j tblCustomers
EH tbiMovies
B tbIMovieSearch
EH tblRating

Quenes

'ﬁ CustomerHomePhonesQ
'ﬁ CustomerMNamesQ

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Open the MovieSearch Form
Let's begin by reviewing the Form and Subform
designs.

1. Try it: Open the MovieSearchForm

Go to All Access Objects->Forms.

Open a Form: MovieSearch.

Go to Home ->Views->View->Form Design.
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.

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

Keep going...

Exam 77-424: Microsoft Access 2013

Home ->Views->View->Form Design

(- %] et Dby R S o v e A ALAR D b st e gy ) o ey STALAA 31y (o

B o cun omeons  ouaiions | BoeH | s st P

5 | B o [ o | m R

atl| Ag . 1l R I Y Ve d
Vew | o [« I o - Ay [ty Prnpty  Tal
. vy oy P

s | Property Sheet

i Selection type: Form

g~ ' :

¥ e Form W
- Format| Data | Event | Other | All

Record Source thiMovieSearch
Caption

Fop Up Mo

Modal Mo

Default View Single Form
Allow Form View Yes

Allow Datasheet View Yes

Allow Layout View Yes

Picture Type Embedded
Picture [none)
Ficture Tiling Mo

Picture Alignment Center
Picture Size Mode Clip

Width 9.3333"
Auto Center Mo

Auto Resize Yes

Fit to Screen Yes

4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Form Properties)
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Review the Combo Properties ™=
2. Try it: Review the Combo Properties | T [y -

Select the Rating Combo.

What Do You See? The RatingCombo control is Wi

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.

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

LR
[

2] o

T BATA

abl| Ag -

B3 I E——— je—
All Access Objects |-

Bk To g

-t

-5

Ak 2M

R LELL IR L]
] & : 1
i

[git
: 8

By
1

Exam 77-424: Microsoft Access 2013

4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Control Properties)

Property Sheet

Selection type: Combo Box

RatingCombo W
Format| Data | Event | Other | Al
Mame RatingCombo
Caontrol Source Rating
Format

Decimal Places Auto

Visible Yes
Datasheet Caption

Column Count 2

Column Widths 051"

Column Heads Mo

List Rows 16

List Width 1

Separator Characters System Separator
Width 1

Height 0.2188"

Top 0.125"

Left 1
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Home ->Views->View->Form Design

Open the MovieSearch Subform == D o R e i) o o S | m B S
In the previous lesson we worked with the o | | S e ' " | om0 e e
MovieSearch Subform in Datasheet View. Let's e e ; 3
open the MovieSearch Subform in Design View and = = * : ' ; ' > ik e
look at the Properties. e ' I - C
3. Try it: Open the MovieSearchForm B ey Pro pe f—t'}" Sheet
Go to All Access Objects->Forms. e, - . .
Open a Form: MovieSjearchSubform. . Selection type: Form
Go to Home ->Views->View->Form Design. : Form W
The Form Design Tools should be available.
Format Data | Event | Other | All

Try This, Too: Review the Form Properties I} Ui -
Grgto Form Design TooIs->Design->El,'ooIs. . Record Source MovieSearchsQ e
Click on Property Sheet. - Caption

Pop Up Mo

KModal Mo
What Do You See? The Form is selected. Default View Datasheet
The Record Source is: MovieSearchSQ. Allow Form View Ma
Default View: Datasheet. Allow Datasheet View VYes

Allow Layout View Yes
Keep going... Picture Type Embedded

Picture [none)

Picture Tiling Mo

Picture Alignment Center

Picture Size Mode Clip

Width 3.0264"

Auto Center Mo

Auto Resize Yes

Fit to Screen Yes

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Form Properties)
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Review the Record Source

The MovieSearchSubform uses a Query to look up
the answers. You can use the Property Sheet to
open the Record Source if you wish.

4. Try it: Review the Record Source
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.

Moviesearchs0 W e | A

What Do You See? MovieSearchSQ should open in
Design View. There are four Fields:

MovielD

Movie

Rating

Genre

Please Close the MovieSearchSQ Query.
You should return to the MovieSearchSubfrom.
Please Close the MovieSearchSubform.

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

1
-

Field:
Table:
Sort:
Show:
Criteria:
orn

MmrieID| W | Movie Rating Genre
thiMovies thiMovies tbiMovies thbiMovies

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Modify Data Sources
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Add the Subform to a Form

The Subform is ready to be added to the
MovieSearch Form. First, you need to open the
Master Form in Design View. Then you can add
the Child Subform as a Control.

1. Try it: Open the Master Form

Go to All Access Objects->Forms.

Open a Form: MovieSearch..

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

Try This, Too: Add a Subform

Go to Form Design Tools->Controls.
Click on Subform/Subreport.

What Do You See? Your mouse should have a
little square symbol following the cursor.

Keep going...

Form Design Tools->Controls->Subform/Subreport

T T TR DERM NI Msshawclen intLAN Dt s e Docamanty iriwiies seLMM s Ghom.. T a n

_ oA CRAR (vTRiess BATA  DWTMRNI TOSUL | DERGH | AdSase a1 [ R
= wsls - 7 (a) - “ o — T Dt i Tt [y - Bhet oo ) St o'y s e Wl R 1
= R L L l I § =
3
FORM DESIGM TOOLS FrontRowVide
EXTERMAL DATA DATABASE TOOLS DESIGN ARRAMNGE FORMAT
Ao 2 WY || = \ I
N l=ll
5Bl Aa =) (TR R EM™M=E M\ B
Fy) XYZ
O v e | @ E (& o
Subform/Subreport

S| Use Control Wizards
:} ActiveX Controls

# Detail

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Subform/Subreport)
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The Subform Wizard

2. Try it: Select a Subform
The mouse should have a little symbol following the
cursor after you click on Subform/Subreport.

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...

BE"

Form Design Tools->Controls->Subform/Subreport

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

(@) Use an existing form

- womal CRAR  (UTREvem DATA  DATMRA TR ARG HORAAT
— ) T - — — 3
abl| Ag 11 - T £ Vi b
Wm | Theme o = kil Loy Pty Tolb
- Dot s T
Al A Ihjects 8 « | B Ueeien [ ; "
WA -
a
Tabde r T Y
2 4 e s s R
= 4 | Foomad
- T Tpm—
-y e o e e . iy B e e e nderpnrt, o Yonmss Cigest
= P T eyt gy e
. 2 L s P
# Ut | e
el el i B T N i b i ey el
- 1
i i
L g | el ‘:_' —
P u L e s P ]
; e e (e
Catist -
- [ren) o tiple g
W e o T — ey T
= G Srpie 1%
| ealr yle Ragpd
B st v A
— - i e e
it Wl gt
Y
Lol B Lomam Prsmea

{JUse existing Tables and Queries

D victs +

ey " Cncter 1 Lt Fison's Ml W

-
e

What data would you like to use for your subform or subreport?

Customers

Mavies

:MovieSearchsubform

4.2 Set Form Controls: Add Form Controls (Subform/Subreport)
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We, Form Design Tools->Controls->Subform/Subreport

Subform: Select a Field HEREes

The next step in the Subform Wizard asks you Woukd you ke to define which fields link your main form to this

to choose which Fleld(S) will be used to link subform ml’Sdf or choose from the list below?
the Master Form to the Child, the Subform. !

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

(")Choose from a list. (@) Define my own.

3. Try it: Select a Field

Select: Define my own.

Select a Form/report Field: Rating

Select a Subform/subreport Field: Rating.

Form/report fields: Subform/subreport fields:

Rating (]|
I EI <Mo Field >

MovielD Long Integer

Click Next. Movie Short Text
Rating Short Text
Keep going... Short Text

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

Cancel H <Back | Next> || Finish

Match, match, match.

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Subform/Subreport)
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Finish the Subform Wizard

4. Try it: Name the Subform
Enter the Subform Name:
MovieSearchSubform.

Click Finish to close the Subform Wizard.

So...what do you see?

Keep going...!

Form Design Tools->Controls->Subform/Subreport

What name would you like for your subform or subrepart?

[MovieSearchSubform

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

Exam 77-424: Microsoft Access 2013

4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Subform/Subreport)
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Form Design Tools->Design

L

T BATA

Hello, Subform!
There should be a new Subform in the Detail section = ==,
of the MovieSearch Form. Each option that you -
selected with the Subform Wizard is saved in the 8 Shoes L

ab| Ag

Bk To

o

e

n el rwidas A ALAR Dt WENPFISILY, PENERR pew A o1 s (e ¥
semnant st ity +

Property Sheet. — | 2 Wrr——

1. Try it: Review the Subform Properties
Select the Subform: there should be a yellow border
around the Subform when it is selected.

i

S LELLIRNLLL

{1118
i 8

Go to Property Sheet->All.

What Do You See? The Subform is selected.
The Name is: MovieSearchSubform.

=
-
3
i

-
]

Link Master Fields: Rating
Link Child Fields: Rating

Try This, Too: Edit the Subform Properties Edit
the Height: 4"

Well, does it work? Let's go see...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms

4.3 Format a Form : Modify Existing Forms (Form Properties)
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Selection type: Subform/Subreport

MoviesearchSubform

Format Data | Event | Other | Al

Mame MaovieSearchSubform
Visible Yes

Source Object MoviesearchSubform
Link Master Fields Rating

Link Child Fields Rating

Width 24167

Height 1.9167"

Top 0.7917"

Left 0.5833"

Border Style Solid

Border Width Hairline

Border 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

LR

_ canl | CRAR  (aTiEe DATA
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Sl vmienie (1991] Fawmarnn
Ada g Wacma (493 Draems
Aurrng theg Cariars {196} Do
gl 10 {1y )
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Bttt M (199 s

,
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]

Search the Movies

Rating

PG

MovieSearchSubform

MovielD -

15
20
33
40

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Form View)

Movie
Age of Innocence [1993)
Alan and Naomi [1992)
Among the Cinders (1983)
Apollo 13 (1995)

Microsoft Access 2013 Inermediate Page 101 of 281
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Test the Rating Combo

The purpose of having the Rating Combo is to
filter the movie list in the Subform to find the
movies that match.

3. Try it: Select a Different Rating
Select a Rating: R

What Do You See? The Subform did NOT
update automatically to match the criteria in
the Rating Combo. You can Refresh the
Records manually (by hand) to see if the Form
and Subform work together.

Try This, Too: Refresh the Records
Go to Home->Records>Refresh.

’_ =] Mew

Z Totals

Hs v Spelli
e Save ellin
Refresh v P J
All - Delete - Mare
Records

Now, What Do You See? The movies listed in
the Subform match the R Rating on the Master
Form. Keep going...

Home ->Records->Refresh

Microsoft Access 2013 Inermediate Page 102 of 281
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Rating R W
MovieSearchSubform
MovielD - Movie -t | Rating ~t| Genre -
1 127 Hours (2010) R Drama
2 21 Jump Street (2011} R Action
3 50/50 (2011) R Comedy
B About Schmidt (2002) R Satire
8 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 of the 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 or 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

3 EH %

o

-
a
3

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Control Properties)
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P Do v T

Property Sheet

Selection type: Combo Box
RatingCombo W

Format| Data | Event | Other | Al

On Click

EBefore Update
After Update
On Dirty

On Change

On Mot in List
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

K



T

EBefore Update
After Update

L L]

You will be prompted to choose a builder:
Select: Macro Builder.

Keep going...

Exam 77-424: Microsoft Access 2013

)
rw:@ Form Design Tools->Design->Tools->Property Sheet
L " — .
5 Create an Event -_ ;.v-‘c]u.:‘.::l| nuuuu.n.uu m“jlfu :u:z. n: - : 1 - —T _- = a‘j bt .
There are three ways to program an Event: Macro e e . o 0 A0l o FIEE N B o e |t B 0 2575 i
Builder, Expression Builder, and Code Builder, — -
which is Visual Basic for Applications. e ' ; = 7| Property Sheet
':‘M. wr i ";e? rch the Movies asmate
This first example will be a simple Macro with one = = s
line of Code: Refresh. - =
;-“n - ’ l’.n:
5. Try it: Create a Event c ' :
The MovieSearch Form is in Design View and the =« .- —
Rating Combo is selected. ool pos
— . Bating
W i
Go to Property Sheet->Event. e
Click on After Update. P— . Expression Builder
Click on the 3-Dot Builder. B e Code Builder

4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Create an Event)
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Macro Tools->Design

B H S - W Pogarhvicben AR Damsba. et ot Dpeamsanty') o b mrSLAAL o1 8 oot 007 . 301 ) e gt - dcams ' & x

:} Hello, Mighty Macros! M e eSS OB E R
Yes, you may have heard programmers speak about - Syt Gy bt ot ([ | o e G
Macros. Macros can record the steps that a User e Tz . ) 6
does again and again and automate the process. . i Action Catalog
6. Try it: Add an Action g
Go to the blank Action (the green plus sign) e 8
Select an Action: Refresh. e e
i
Ay
Try This, Too: Save the Macro P
Go to Macro Tools->Design->Save. bl
And Do This: Close the Macro Builder sttt
Go to Macro Tools->Design->Close->Close. —
Keep going... [_—I MovieSea :"\"[ I MovieSearch : RatingCombeo : After Update ",
*+ | Refresh
Redo ]
RefreshRecord

RemovelllTernpVars
RemoveFilterSort
RemoveTempVar
RepaintObject
Requery

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Create an Event)
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Form Design Tools->Design->Tools->Property Sheet

I : B =TSSRV SH VPR S S NS P T R a x
5 Back at the Ranch E P P —— ul.u:u.u VoA DEM mn:‘ Semnant - —— et ey |
7. Try it: Review the Properties Vou | Fo .

L —— T K vkane . LR AP S A N

The MovieSearch Form is in Design View and

the Rating Combo is selected. 55 Objects @ = |3 S5

15

o L™

‘fn_-'ij—cl:,!‘ Ehwe ﬁ.{:_x.m;-a ] [

we o Property Sheet %

Selection type: Combo Box

Go to Property Sheet->Event.

What Do You See? There is a After Update
Event for the Rating Combo.
It is an Embedded Macro.

i

v]

’RatingCnmbu

w'-.n«.nﬁ;-u‘.l e
.
:

P

Format| Data | Event |Other | Al

Now, does it work?

-1

On Click
Before Update
After Update [Embedded Macro] [y [
On Dirty

On Change

On Mot in List
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

Keep going...!

Exam 77-424: Microsoft Access 2013
4.0 Create Forms

4.3 Format a Form : Modify Existing Forms (Create an Event)
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Form Design Tools->Design->Views->View

B e % [ solviaen i MAN Dmsbae —— = 1 Pl gt - s n
Test the Macro T e T b s TR oy ene
Before You Begin: Change the View tes =¥ e cmetl] |l Sl s
Go to Form Design Tools->Design->Views. b - o 8
Select a View: Form View. s =
-y T d .
8. Try it: Test the Event S - . .
Select a Rating: G '_ 1 — wctm-::mmlnu p— n::'
nnnnn ' ”. t‘:‘fi‘:ﬂ'mmlllﬂ .h:.,
What Do You See? Did the Form work? Did the {1 HEEE -
MovieSeachSubform automatically Refresh the =5] MovieSearch
Records and display the movies that match the .
Rating Combo? Search the Movies
—_ , b
Made You Smile: It's fun when it works. Rating G| B
MovieSearchSubform
I MovielD - Movie -1 | Rating ~t| Genre -
11 Adventures of Ociee Nash, The (2003) G Family
12 Adventures of Pinocchio, The (1996) G Family
13 Aladdin (1992) G Family
22 All the King's Men (2005) G Drama
38 Anna Karenina (1997) G Drama
39 Anna to the Infinite Power (1983} G Family
48 Babe (1995) G Family
Record: W 1 of 45 F oMK T,'\ Unfiltered | (Search

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Create an Event)
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What If It Doesn't Work?

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

Subform?

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

7

@ =
B v cean Gveasnata et Todi  DRN A | SoRaAT

e das AR Dmaliset
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Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Form Properties)
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Property Sheet

Selection type: Form

Form

Format | Data

Record Source
Caption

Pop Up

Modal

Default View
Allow Form View

Event

Allow Datasheet View

Allow Layout View

Picture Type
Picture
Picture Tiling

Picture Alignment
Picture Size Mode

Width

Auto Center
Auto Resize
Fit to Screen

W

Other | All

tbiMovieSearch

Mo

Mo

Single Form
Yes

Yes

Yes
Embedded
[none)

Mo

Center
Clip
§,3333°

Mo

Yes

Yes

[ag lom |
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Form Design Tools->Design->Tools->Property Sheet

Review the Combo Box

There are several places to look when you R

troubleshoot the Combo Box.

What Works, What Doesn't: el

Can you see the Rating data?

Can you select a Rating from the list?

Does the Subform display the movies that match the
Rating in the Combo Box?

2. Try it: Review the Combo Box Properties
Select the Combo Box.
Go to Property Sheet: All.

Control Source: Rating
Column Count: 2
Column Widths: 0";1"

Where Column 1 (hidden) is RatingID.
and Column 2 is Rating.

Do your Control Properties match this one?

Keep going...
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Exam 77-424: Microsoft Access 2013

4.0 Create Forms

Search the h.iu,m_.-'.

e B

Property Sheet

Selection type: Combo Box

RatingCombo

Format | Data | Event

Mame

Control Source
Format

Decimal Places
Visible

Datasheet Caption
Column Count
Column Widths
Column Heads
List Rows

List Width
Separator Characters
Width

Height

Top

Left

4.3 Format a Form : Modify Existing Forms (Control Properties)
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Form Design Tools->Design->Tools->Property Sheet

- =

Review the Subform Links = =~

Subform Properties. We also reviewed the
Properties for the Combo Box.

Even if both Forms are designed correctly, -
nothing will happen if the Form and Subform 2 s
are not linked. There has to be a relationship =~ -
between the Master and Child.

3. Try it: Review the Master and Child
The MovieSearch Form is open in Design
View. The Property Sheet is available.

Select the Subform. There should be a yellow -
border around the Subform.

Go to Property Sheet: All.

Link Master Field: Rating.
Link Child Field: Rating.

Match, Match, Match. The Combo Box stores
(Saves) the Rating as Text.

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

& oy -
The previous pages looked at the Form and V| T [y«

B TESA

s

ity e, gt

e Ly e
Poemat | Dutn | Beeet | e 48

- Bl i
—

Property Sheet

Selection type: Subform/Subreport

MovieSearchSubform W

Format| Data | Event | Other | All

Mame MovieSearch5ubform
Visible Yes

Source Object MovieSearchSubform
Link Master Fields Rating

Link Child Fields Rating

Width 84167

Height 4

Top 0.6667"

Left 0.25"

Border Style Solid

Border Width Hairline

Border Color Background 1, Darker 35%

4.3 Format a Form : Modify Existing Forms (Subform Properties-Links)
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Review the Refresh Code

If everything is programmed correctly but the
Subform will not update automatically, then
you need to review the Macro.

4. Try it: Review the Macro
The MovieSearch Form is open in Design
View. The Property Sheet is available.

Select the Rating Combo.

Go to Property Sheet: Event.

There should be an Embedded Macro on the
After Update Event.

Try This, Too: View the Macro Code.
Click on Embedded Macro.
Click on the 3-Dot Builder.

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.

Exam 77-424: Microsoft Access 2013

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

8|S

4.0 Create Forms
4.3 Format a Form : Modify Existing Forms (Event Properties)

o e Ay s vt et [y e b =LA 51 8 Do
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| Ry [mitn
Piemal| Duln  ord Omew | a8
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Property Sheet

Selection type: Combo Box
RatingCombo W

Format Data | Event | Other | Al

On Click
Before Update
After Update
On Dirty

On Change
On Mot in List

[Embedded Macro]

1 j MovieSearch : RatingCombo : After Update"-._

RunMenuCommand

Command Refresh

% | Add MNew Action W
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Form Design Tools->Design->Controls->Image

oE - - T [T T T R i . — P T T
5 Finishing the Form Emm... CHAR [T BATA r..:.rmu Vo DR _m. e . o lisaseas sty + Y
Functionality, first...then Formatting. If the Movie T e - -
Search Form works, then finish the Form with the "

following options. e e T TEEKEET e ——— Property Shet "

T { i
Before You Begin: The MovieSearch Form is open = -
in Design View. a — | | | — m -
—p “—| =2] Moviesearch",
Try it: Add an Image to the Header A T 1 1z a3
Go to Form Design Tools->Design->Controls. F u T
Click on Image. — ¥ Form Header
Browse to the Documents Folder. = Elmmr (e T
Select an image: popcorn1.gif HEY (A )

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

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

Allllimost done...

«%  DOUBLE
: \[NDEMNITY

y -
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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.

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.

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

gE s '
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P w

P

Vowvms

b | "

B e

E T —

A ettt
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tan

Paperllas¥aes el A - Datshas- i

it Doty ot b ML o i Occaws T - 1) Pk gt - dccama

r -
st it + Y

8 n

e e, B 5 o, (M35

Rating  [Pg| vl

MovieSearchSubform
MovielD - Movie -1 | Rating -1
15 Age of Innocence (1993)
20 Alan and Naomi (1992)
33 Among the Cinders [1983)
40 Apollo 13 (1995)
42 Around the World in 80 Days (2004)
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Summary e
We began by reviewing the Properties for both e T

Pl s i SN Dt Ot alertd D gmanty' | wrelgpaty s srLhM o1 0 oo T = 8N

hosbanh Moky © .

B Cemapara-
. r L —

A Py

Forms: the Record Source, Default View and e
Controls. Both Forms have a Rating Control, 2=
which is Text. o
-
The Subform was added to the Form as a Control. =
The Forms were Linked, Master and Child, by a 5 u
W i

common Field: Rating.

+1

We added an AfterUpdate Event to make the
Forms Refresh automatically when a User selects
a Rating from the Combo Box.

We used the Properties to troubleshoot the Form
as well.

Allez, Allez in Free. Time to go home.
You done good. Go get two cookies.
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Width
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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.

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

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 changes.
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
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Intermediate Access Objectives
In this lesson, you will learn how to:

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

Down Control based on the Select Query.

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

© 2014 Comma Productions, LLC

Access 2013: Representing One-to-Many

Forms and Subform Design, Part 3
Synchronized Combo Boxes

I. =53] MovieSearc h

b
Rating ‘PG |w| Genre Family !71
MovieSearchSubform
MovielD - Movie
156 Harry Potter and the Chamber of Secrets (2002)
158 Harry Potter and the Goblet of Fire (2005)
159 Harry Potter and the Prisoner of Azkaban (2004)
160 Harry Potter and the Sorcerer's Stone (2001)
168 Holes (2003)
178 How to Train your Dragon (2010)
179 Hugo (2011)
198 Journey to the Center of the Earth (1983)
200 Jumaniji (1995}
214 Legend of Bagger Vance, The (2000)
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%43 Lesson 5 : Synchronized Combo Boxes

Form Design Tools->Design Ribbon

=
4
3

1. Readlngs EnEl Logo DD ey 1 Subform in Mew Window
Read Lesson 5 in the Intermediate Access ) = DI:I= 2 oy,
guide, page 117-150. [ Title - & View Code
Add Existing Property Tab
. F.;'};.Date and Time Fields Sheet  Order :%Convert Farm's Macros to Visual Basic
Project Header / Foot Tool
A Select Query that synchronizes two eader/rooter ool
Combo Boxes and filters the Subform. lJ EJ EJ lJ
Query Design Tools ->Design Ribbon
Downloads .
FrontRowVideo Int5.accdb E €= Insert Rows | “§" Insert Columns E r'r| Property Sheet
L4 ?
BBL Int vers.accdb Delete Rows | x Delete Columns K z Table Mames
Show - Totals Parameters
2. Practice Table | < Builder EE Return: | Al -
Do the Practice Activity on page 151. iJ iJ Query Setup iJ Show/Hide
Menu M
3. Assessment enu Viaps

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

Review the Test questions on page 152.

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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&9 Synchronized 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.

u!"!E]

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

Z8] MovieSearch

Search the Movies

Rating PG13 v| Genre Comedy Y

MovieSearchSubform

MovielD - Movie -t | Rating ~t| Genre
5 About a Boy (2002) PG13 Comedy
78 Cocoon [1985) PG13 Comedy
83 Corpse Bride (2006) P13 Comedy
50 Divine Secrets of the Ya-Ya Sisterhood (2002) PG13 Comedy
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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.

Microsoft Access: Example of a Query in Design View

LIRS T rr———————

=R =" —! + !! !P -

e kg

Grm B e My b Upelee Creiek Grieie . e

§
i

LR

Fhillring
L By

Pl =)
Perm Mera Lrara ) g e

TR E
1 E

Field:
Table:
Total:
Sort:
Show:
Criteria:
or:

Genre
tblGenre
Group By
Ascending
Is Mot Mull
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start ->Microsoft Access.

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: 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.

Start ->Microsoft Access

o o iy

B SOOSHTY SR hows et Commed b et el U bt e T —

Al Acoess Dbyects
dnaen
T

f
i

LR LR

I SECURITY WARNING Some active content has been disabled. Click for more details,

T esrisaiion

== | All Access Objects

o
Search.. ye

m Tables -3

j thlCustomers

= «

EH tbiMovies
EH tbiMovieSearch
B2 tbiRating

Queries

@ CustomerHomePhone50)

»

@ CustomerMamesQ)

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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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.

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: Short Text.

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

Enter a Table Name: tbiGenre
Click OK.

So far, so good.

Keep going...

Create ->Tables->Table Design

]
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i
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“E.i'l.l-.i bl el

wrlims  Brraes  Crigorahge  Thent

Mgy - Dhwirta Liacns. Dparatam o 1
I . Dsragman | Cptiond] - Froperly Sheet

T T T S - v b ) e bt MM 51 g Darorm TIT - Y et s -

hx

[

=

tredanrpr T Frageca

W g Rl itaied ¥
. waraw Wit Tl el
.rhl.l Ty n:u- Dos ey i
—
frL ey —
] e
| 23 tbiGenre ',
T ——— Field Name Data Type
e R #* GenrelD AutoNumber v
o o o Genre Short Text

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: Set Primary Key Fields
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rf,_.', Home->Views->View->Datasheet View
"y  AddDatato the New Table B o e B LR
Before You Begin: Change the View v e Jomiy D |umafien SN | g So | )i -
Go to Home->Views->View. e - —eee
Select a View: Datasheet View. Al Access Qbpcts. = © 17 e ST = tbiGenre
-z GenrelD - Genre -

2. Try it: Enter the Data .
Add the following Genres: 1 Action
Action 2 Comedy
giosrgset(;); 4 Disaster
Documentary 5 Documentary
Drama 6 Drama
Family :
Horror 7 Family
Musical 8 Horror
Mystery :
Rock Musical 9 Musical
Romance 10 Mystery
Satire K ical
Science Fiction 11 Rock Musica
Thriller 12 Romance
Western 13 Satire
What Did You See? The GenrelD is an 14/ Science Fiction
AutoNumber. It incremented automatically. 15 Thriller

16 Western
Good. Close tbiGenre.

(New)

Keep going...

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Add New Records
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r;,_.'a Form Design Tools->Design->Tools->Property Sheet
(! T I R e ————— i »
Edit the MOVieSearch Form ! :‘}‘ﬁl“‘;l i i 'T‘Ll-\:.w Dalakald TOSS .'I: “u!\m.u :-MM ‘ o — .
Let's review the MovieSearch Form Properties. Do v e i o A & ! I s | M
we have what we need to add a Combo Box that Vo - —
looks up the Genre? AR Aocess Ubgects @ s
1. Try it: Open the MovieSearchForm ‘ _ v:. 3 ﬂﬂi 1
Go to All Access Objects->Forms. <y o

s;'ll.l

H

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.

Bl NN

e Property Sheet x

DD = A A Selection type: Form
Add Existing Property Form v
Fields Sheet
Format| Data | Event | Other | All
Record Source tbiMovieSearch w == | oA
What Do You See? The Form is selected. Caption
The Record Source is: tbIMovieSearch. Pop Up Mo
) Modal Mo
Keep going... Default View single Form
Allow Form View Yes
Allow Datasheet View Yes
Allow Layout View Yes

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Modify Data Sources (Form Properties)
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Review the Field List
This movie search Form uses tbIMovieSearch.
What Fields are available in that Table?

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

i

Add Existing Property
Fields Sheet

—
—
o —

—

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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Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Modify Existing Forms (Design View)

Field List

[Z show all tables

MovieSearchlD

Rating
Genre
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Add an Existing Field

What happens if you drag an Existing Field to the
a Form? Let's try it.

3. Try it: Add an Existing Field

Go to the Form Field List.

Drag the Genre Field to the Form, next to the
Rating Combo Box.

What Do You See? The Genre Control is a Text
Box by default. Our goal is to create a Combo
Box.

Try This, Too: Delete the Genre Control
Select a Control: Genre.
Delete it and Save your changes.

Close the MovieSearch Form.

Form Design Tools->Design->Tools->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: thiGenre. Click Add.

Click Close.

Keep going...

Create->Queries->Query Design
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T}"..a Query Design Tools ->Design
[ %] EENO0RS Trmtfion¥ies beSUAM | Duiskass- CALkmryiall e Do semaretdonathomVides S AN arcdl
Join the Tables T T = e =
When you join Tables you create a relationship Vew | vk St Ut e St o S o P R

between one table and another. The join is created by
matching Fields with the same Data Type: Text with

s Obiects @ = | F ==

Text, or Numbers with Numbers. i .
In this example, we will join tbIMovies to the Genre - sl i . i
and the Rating. o - — @ Query1
2. Try it: Join the Tables + , ,
Select a Field from tbIMovies: Rating. o thiMovies thiRating
Drag that Field to the Rating Field in tbIRating. g x "
o e ? MovielD ? RatinglD
What Do You See? The Join is represented by a — toe ] ]
black line from Rating in tbIMovies to Rating in N e ke Movie Rating
tbIRating. LT ) Year
Rating
Try This, Too: Join the Tables Cenre
Select a Field from tbIMovies: Genre. st
Drag that Field to the Genre Field in tblGenre. ars
thlGenre
What Do You See, Now? There should be another N
Join from Genre in tbIMovies to Genre in tblGenre. _
T GenrelD
Genre

Keep going...

Exam 77-424: Microsoft Access 2013
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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 tbIRating: Rating.

From tbIMovies: Movie.

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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Field: | Genre Rating Movie
Table: |tblGenre tblRating tbiMovies
Sort:
Show:
Criteria:
or:
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r;,::: Query Design Tools ->Design->Results->Run
[ I%] i P LT LA (P = e s (s ™

Run the Query E e LY“??UL.:- !v'j;',, p T | M i ,

4. Try it: Run the Query v e s ¥ Tt |08 el Il P RO

Go to Query Tools ->Design->Results->Run. g

What Do You See? How many records do you see? =. .. ' m" m. -:« :.T*T'""Twu

There are 401 movies in tbIMovies. This is a many- oy acoe paky

to-many relationship. Many movies have a PG13 = Acen v

Rating. Many comedies are PG13. b i "

What Else Do You See? The RatingSearchSQ .. e =

Query also returned many movies that did not have i . pai

a Rating. S

What Do You Think? The purpose of this Select ; " - i — 3

Query is to create a little list of Genres in a Combo ok 3 RatingSearchsq

Box. Right now, this Combo Box would show lots of : Genre - Rating - Movie

ts: PG, PG13, R’ th o
g e many G. PG, PG13, R's on the drop down Action]| PG13 Rise of the Planet of the Apes (2011)
E Action R The Man from Nowhere (2010}

In t:?follfwinghpagﬁs VCVe Wg' cgmbinﬁ tf':e RaﬁTQS Action PG14 Kill Bill: Vol. 1 {20033}

with Totals so that the Combo Box will show only _ _

one G, one PG, etc on the drop down list. We will Action PG13 Batman Begins (2005)

also filter out movies that don't have a Rating. Action PG13 Scott Pilgrim vs. the World

So, let's keep going Action FG13 Bourne Ultimatum, The {2007}
Action R Kick-Ass (2010)
Action PG13 The Dark Knight (2008)
Action R W for Vendetta (2005)

Exam 77-424: Microsoft Access 2013

3.0 Create Queries
3.1 Create a Query: Run Queries
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Group By Totals =i

This option will combine the repeated Ratings. Ve e

Before You Begin: Return to Design View. ik
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.

i

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

TTT LRIy

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

L

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)
a Rating or Genre in thiIMovies.

Keep going...

Exam 77-424: Microsoft Access 2013

3.0 Create Queries

T BATA

- —! +!' /-!

ETnka o g

"
ke

Rty

Query Tools ->Design->Show/Hide->Totals

= i e,
, B b, - b 5

>

Totals Parameters

Property Sheet

XY¥Z

Table Mames

T

¥ S

Show/Hide

Field:
Table:
Total:
Sort:
Show:
Criteria:
on

Sy
ey

Genre Rating
tblGenre thIRating
Group By Group By
Ascending
L]
Is Mot Mull I5 Mot Mull

3.3 Utilize Calculated Fields and Grouping Within a Query: Group and Summarize Data
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rhra, Query Design Tools ->Design->Results->Run
e - $a 0 P aellaes A AR Ditsbmia b st Digecmatndy ) el atAL AN o 0 Ldcant 0T - 204 ) it g . hecant ¥ a =
Run the Query, Again I e T R s TE e T TR e e e I
6. Try it: Run the Query Yo : Y el Ll o R I T T

Go to Query Tools ->Design->Results->Run. ]

All Argess Objects @ = | F seses

= Geors 2| Ratng -
- ctinn. 0

What Do You See? How many records do you see? = - e —

Now, there are 37 Records, not 401. Each Genre B —

has Ratings. There are no duplicates. @ w oy
¥ e

Try This, Too: Return to Design View. ¥ T

Go to Home->Views->View->Design View. - - -
5 . &7 PG
B At Il

Keep going... T v .1
— — *H RatingSearchsQ ', £
ey — — S e
. o~ d - Genre - Rating
.. e Action PG13

Action PG14
Action R
Comedy G
Comedy MR
Comedy PG
Comedy PG13
Comedy R

Documentary G
Documentary PG13

Exam 77-424: Microsoft Access 2013
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Link the Query to the Form

A Query can look up a Field on a Form and use that
data to select records that match.

We'll use the Expression Builder to select the
Rating on the MovieSearchForm and add it to the
Rating Criteria in RatingSearchSQ.

7. Try it: Find the Expression Builder
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.

Keep going...

Query Design Tools ->Design->Query Setup->Builder
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Exam 77-424: Microsoft Access 2013
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Field:
Table:
Total:
Sort:
Show:
Criteria:
or

: Add Calculated Fields
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Tbrea Query Design Tools ->Design->Query Setup->Builder
Hello, Expression Builder T T Lo | b T (B G Bree .
8. Try it: Review the Expression Builder o B e ot Ut G e | e El—
At the top of the Expression Builder is the box where — 8
the code will be written. iR o e

The Expression Builder also has three columns:
Expression Elements

Expression Categories

Expression Values.

e

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

%%%WHﬂf

15ett

There are two Expression Categories: Rating and é ELeErEE t.o us? " the guery diteria:

Genre. These are the two Fields in the =- (Examples of expressions indude [field1] + [fieldZ] and [field1] < 5)

RatingSearchSQ Query. , ; | ()4
Keep going...

Expression Elements

=Bl r.atingSearchsg

@ Functions

- (8] FrontRowVideo IntSEAN.a
Constants

Expression Categories

<Parameters>

Expression Values

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
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Use the Expression Builder

9. Try it: Select an Expression Category

Go to the Expression Elements.

Double Click the database: FrontRowVideo Int4.accb.
Double Click: Forms.

Double Click: All Forms.

Select a Form: MovieSearch.

What Do You See? The Expression Categories list all of
the Fields that are available on the MovieSearch Form
including the Popcorn Logo.

Try This, Too: Select an Expression Category
Double Click: RatingCombo.

Now, What Do You See? The Expression Builder will write
the qualified name:
Forms![MovieSearch]![RatingCombo]

Where Forms is the Access Object,
[MovieSearch] is the name of the Form,
[RatingCombo] is the name of the Control.

Click OK to close the Expression Builder and return to the
RatingSearchSQ Query.
Keep going...

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

Al ACoess Ohgegis ==

'!"Ll 0o "“E;

ﬂ ll{kluuui'ia'ﬁw%h*ﬂﬂ

CRlaf Tl BT

Enter an Expression to use in the query criteria:
(Examples of expressions indude [field1] + [fieldZ] and [field1] < 5)

T

& Eaiaiad Yo

hom |G

CRAI MRS [, A

5=

£ i T b Gy

. Cirke . kel

Bt e e v e B

| [ T ——

T “8
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[Forms] ! [MovieSearch] ! [RatingCombo]

Expression Elements Expression Categories
=-=5] Forms # | | <Formz
----- --[=2] Loaded Forms :Fi:ildl—lfi“; .
EI . All Forms P::jpcarnea &
iE Customers Combo2_Label
= Muwes RatingComba
. MnﬁeSearmSUbﬁ:rm Label
_____ . MavieSeare MavieSearchSubform
. FormHeader
-5l Reports ¥ || Detai
< > FormFooter

AFterL.lpdate
AfterUpdateEmMacro
AgaregateType
AllowAutoCorrect
AllowValuelistEdits
AutoExpand
BackColor

BackShade

BackStyle
BackThemeColorindex

L
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Take . ;
?hro, Query Design Tools ->Design
3% i AR RS Pl S EAM | Datteits (L D e ¥oins bt SN ot U s 2007 - 3901} o bt T = & X
Review the Expression B B ol 1B Lo | fy i T G, G SE

The Expression in the Rating Criteria I00ks Up = #= s s st o e | 770 e D0 DT e v, E R
the RatingCombo on the MovieSearch Form. baren . i -
This is the Select Query we will use for the AS Acoess Objects S Slamg—= : = Propety Sheet X

Genre Combo Box. t':“ 5 R oy —
= =g - |y —

Do This: Save and Close the Query ; ?::.. 4 el

Go to File->Save. N ) o \ —

Close the Query. F i \ [ 5
B drmrims L ¥ oen |
4oy -

Go on to the next step in the programming: R

create the Combo Box. 3 st
=
] ' -
= 1 U her o o
= - nel
v Sleeping
o

Beauty

b Field: | Genre Rating
Table: |tblGenre tblRating
' Total: | Group By Group By
] % Sort: | Ascending
% Showe :
L Criteria: ||s Mot Mull [Forms]![MovieSearch]![RatingComba]
on:

Exam 77-424: Microsoft Access 2013
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E >
?},::: Form Design Tools->Design->Controls->Combo Box
E gE s o T T - o — :
5 Create the Genre Combo -“ ;:1..-.:‘:.-- uu-pumu uuufu uvn‘;:. n: ".:u»u :n.m — — jj - Tiastan bk .
The following pages will walk through the Combo = e = 0 A7 70 FEDE N B o | [l e BOS
Wizard and review the choices. 1
Al Acpess Ohgexts ® = :::”“::_"::_:‘:_ﬁ: : ::n - - ‘_ I5':'x‘-;Ir-.‘r:.-”".l'.-j-a'\vl
Before You Begin: Open a Form e ‘::--w-»--.--....-.-m_.. P .
Go to All Access Objects. . o S— S
Select a Form: MovieSearch -
Go to Home->Views-View->Design View. S i
. : This wizard creates a combo box, which displays a list of values you
1. Try it: Create a Combo Box Control - can choose from. How do you want your combo box to get its
Go to Form Design Tools->Design->Controls. e values?
Click once on Combo Box. 2
Then click on the Detail section of the g
MovieSearch Form by the Rating Combo Box. ; S {w)I want the combo box to get the values from another table or
The Combo Box Wizard should begin. e query.
- I will type in the values that I want.
Try This, Now: Choose a Method o O -
Select: | want the combo box to get the values s o s _
from another table or query. B o o () Find & record on my form based on the value I selected in my
combo box.

Click Next.
Keep going...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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Combo Box Wizard:
Select a Query

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

[ T o T piag WALAR - Dinalanst VPP — a——— . &
L R T U e e R — s it - )

4] Micoten-

Vew | Thamas [

— = Tp—- — =y
| i | L .

; =
iy =4 Ao <N iy g E i Lok Pty To
Dute s T | poiy | et

The Combo Box Wizard can look up the data from }.:__.\,.:._»\:_"l:,;.i,.x..,,. e  p——

either a Table or a Query. The default 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...

i
P

Lrinchgn fype Comis Bom
T

1

Poemadi| Dula  Hoved Omew | an

W dgllllklllll

Query: CustomerHomePhonesQ
Query: CustomerMameSQ)
Query: MoviesByYear

Query: MovieSearchs0Q

Query: Moviess0)

‘Ouery: RatingSearchsO)

(@) Queries () Both

e 1 Gt P’ Mo e Wl R

2

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

|| <Back | Next>

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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T"?ra, Form Design Tools->Design->Controls->Combo Box
BES & T T T - PP x
Combo BOX Wizard: Fields E vonal CRAR inTREe BATA  DATRANE TOSUS | DRUGH | AdRasGH  FORMAAT . T . : ~. Isatets 14, .

3. Try it: Select the Fields
There are two Fields in tblGenre:
Genre (text)

Rating (text)

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...

EEEEL T

Ww | Thaws [ - o

cess Objects & = P
Al Access Dbyects - - bt A ! B e “ T Property Shee 3
- . SETR N i = e b o e T et b e - 0

-y

Which fields of RatingSearch5Q contain the values you want
induded in your combo box? The fields you select become columns
in your combo box.

w«waaguuuu‘au?;

Available Fields: Selected Fields:

Finish

Exam 77-424: Microsoft Access 2013
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?h::: Form Design Tools->Design->Controls->Combo Box
5 combo BOX Wizard: #Name? E ;iub:’;‘fl .buvusu.unu uuufu m’-.:c. nj ":mnu :n.u.l - — . a ~-. lisatens bk '
4. Try it: Preview the Drop Down List o | o | M Ag = 5 i il || = e J

This step in the Combo Box Wizard shows a

preview of the data as it would appear in the drop " Ao bl
down list. In the example on this page, the preview
shows only #Name?.

4

e s o sl ol o e v oo o

T st - -,
o -

]

#Name? means Access cannot find the data. The
RatingSearchSQ looks up the data in the

MovieSearch Form. That form has to be in Design
View while we work on the Rating Combo.

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

hh'\h%'ﬂdngl.lll;l quE

To adjust the width of a column, drag its right edage to the width you want, or double-did: the

The data will be available when the Form is in 17 LIE ST TS T T nr e =S

Form View.

Click Next.

Keep going...!

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

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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r"?ra, Form Design Tools->Design->Controls->Combo Box
gEs oo S S e e ;
Combo Box Wizard: B R e e e e | W e
Wrw 1; ity - -ty A= 4 * ¥ L " : - _"" g = g :T‘l'n\'.-h-
Save the Genre Data il - Tl I
5. Try it: Store That Value Al Access Objects 8 =] 3 Seees S— . 5
Store that value in this field: Genre. = 2 e P e L | suwi e Crmbe b
Click Next. — — =

Do This, Too: Enter the Label

Type the Label: Genre.

Click Finish.

M B v e e

Posmat | Dutn Ford | O | an

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 combo box, what
do you want Microsoft Access to do?

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

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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Review the Properties

6. Try it: Review the Properties

Select the Genre Combo Box.

Go to Form Design Tools->Design->Tools.
Click on Property Sheet.

Try This, Too: Edit the Properties
Enter the Name: GenreCombo

What Do You See? The Properties include:
Control Source: Genre

Column Count: 1

Column Widths: 1"

That should work. This is a good time to save.

Do This, Now: Save Your Programming
Go to File->Save.

Exam 77-424: Microsoft Access 2013

Form Design Tools->Design->Tools->Property Sheet
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4.0 Create Forms

4.2 Set Form Controls: Modify Form Controls (Form Properties)
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Property Sheet

Selection type: Combo Box

GenreCombo V]
Format| Data | Event | Other | All
Mame GenreCombo
Control Source Genre
Format

Decimal Places Auto
Visible Yes
Datasheet Caption

Column Count 1

Column Widths 1"
Column Heads Mo

List Rows 16

List Width 1°
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Link the Form and Subform

The MovieSearch Form is already linked to the
Subform by Rating. Now, we need to link the Forms
by Genre as well. Here are the steps.

1. Try it: Select the Subform

Select the Subform. There should be a yellow border
around it and the Property Sheet should indicate that
a Subform/Subreport is selected.

Try This, Too: Review the Subform Properties
The Subform Properties include:

Name: MovieSearchSubform

Link Master Fields: Rating.

Link Child Fields: Rating.

Click on Rating. The 3-dot Builder should be
available, now.

Click on the 3-dot Builder.

Keep going...

Form Design Tools->Design->Tools->Property Sheet
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Exam 77-424: Microsoft Access 2013

4.0 Create Forms

Selection type: Subform/Subreport

Moviesearchsubform W

Format Data | Event | Other | Al

MName MovieSearchSubform -~
Visible Yes

Source Object MovieSearchSubform

Link Master Fields Rating =]
Link Child Fields Rating

Width 34167

Height 4

Top 0.6667"

Left 0.25"

Border Style Solid

Border Width Hairline

4.2 Set Form Controls: Modify Form Properties (Link Form and Subform Form)
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r"?ra, Form Design Tools->Design->Tools->Property Sheet
g e ¥ s it Lo RS st ¥cles InSTAN : Dk et A ird voraPaairs AL 2ot Dhon -
Use the Subform Field Linker =% D b e e e Sl E P | 0 AR S -
2. Try it: Add Another Field v | Vo - (M A (=] L] 8 PEE N B o (el e DS
Select another Master Field: Genre — — s . 2
Select another Child Field: Genre ol Lottt ol e St R~ - [ i s S D

What Do You See? The Form and Subform are

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

Click OK.

Keep going...

- i, v
A r"-'w-—@--w_l

s
Beauty s Beast

- APECIAL Eprrion —

Piwmt| Dot | Boeet | OB 48
Mttt i -

"
=] 3 | [ Vit Lt Lt o

BEgae
AL
i
il
I
it

Master Fields: Child Fields:
Rating v | Rating
|Ger1re EI |Ger1re

| |

Result:

Show MovieSearchsQ for each record in tbiMovieSearch using Rating,
Genre

Exam 77-424: Microsoft Access 2013
4.0 Create Forms

4.2 Set Form Controls: Modify Form Properties (Link Form and Subform Form)
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ﬂl H % i it D WO S P s iy AN (st D e st o gy | et ey ar AN et i on ¥ 4 n
Master and Child Links O T Tt I3 - C e
3. Try it: Review the Links o |V e (Ml A0 (5T L] G5 B8 PENE N B o | [t 70 RS

The MovieSearchSubform is still selected.
Review the Properties:
Link Master Fields: Rating;Genre

=1 Property Sheat

Mrinchonn g Lot em g

Link Child Fields: Rating;Genre

There are two Fields that Link the Master and the

Ml e

Child Forms.

Keep going...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Modify Form Properties (Link Form and Subform Form)

Property Sheet

Selection type: Subform/Subreport

| MovieSearchSubform

v]

Format| Data | Event | Other| Al |

Mame

Visible

Source Object
Link Master Fields
Link Child Fields
Width

Height

Top

Left

Border Style
Border Width
Border Color
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Rating: Genrg|

Rating; Genre
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0.6667"

0.25"

Solid

Hairline

Background 1, Darker 35%
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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

e s T TR DERGM NI Msoshawclen ineSTAN | Datubam- S bt Document'! sorsiale meSLAM 51 (Acce ' & n

o

Property Sheet *

Selection type: Combo Box

£

Ut GenreCombo W

Data | Event

Format Other All

On Click

Before Update
After Update
On Dirty

On Change

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

On Mouse Down
On Mouse Up
On Mouse Move

[Event Procedure] Es

Exam 77-424: Microsoft Access 2013

4.0 Create Forms
4.3 Format a Form: Modify Existing Forms (Create an Event)
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rhra, Visual Basic for Applications
3 E % x
Hello, Microsoft Visual Basic! 1D | e o e peamien S S - =
Clicking on the 3-Dot Builder should open a new Vo | T [y || ]‘M*ﬂ = [ ]
program: Microsoft Visual Basic for Applications. VBA is = == o B 5
a programming language. e Tt .
|:TL'.-| a ‘
5. Try it: Review the Code -
The Visual Basic editor lists the objects on the left side 3 _—"
and the code on the right in the big pane. S5
& om
Form_MovieSearch is selected. $ u
There is an AfterUpdate Event for the GenreCombo. i )
L ey . [ Properties - Genvecombs x|
The code begins with: Private Sub, B S fomrvtemis Ot :
where Sub means Subroutine. ———— frvrace — =
The code ends with: End Sub. B ::.:: e
Keep going m |GenreCombo vl |Aﬂerl.lpdﬂte

Cption Compare Database

Frivate Sub GenreCombo AfterlUpdate ()

End Sub

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Modify Existing Forms (Create an Event)
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?h::: Visual Basic for Applications
g H % .
Edit the Code I | e e R S , R et
The command to Refresh the Records is the Ve | T [y |1 JJ-MM I - ammemeans L.
same in Visual Basic as it is in the Macro that = = - I T — - - 6
we added to the Rating Combo. Al Arress Dbt o e e | Bt o -
- W ro= mearie =
6. Try it: Edit the Code 3~
Type: Refresh o —
Do This, Now: Save the Programming : '
Go to File->Save. F
=
R
That's it. Now you are a *real* programmer. . Srcqtres - Ganeeomg %)
a dermany] sk (et
A v Sehabt Camguroni
Close the VBA Window. You should return to 2 prem—— "j""“'., e f
your Mighty Access database. oy ‘ E.-“_.-T; =
e s -
[ = t‘lmh- L]
Keep going...

v | |Afterl.| pdate

Cption Compare Database

Private Sub GenreCombo AfterUpdate ()
Refresh
End Sub

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Modify Existing Forms (Create an Event)
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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.

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

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

[ =] i Panatme¥icken IntSAN: Dutabans- C\iisealiuti Documanir sosiatulen IEALARL scoilh OACoRS ZT - 201 Ale fammat® - Arces
Bl <= cman oeenats i o
T i Bsming T et - T ;3 L —
T T L T “ dale-

Warm tde Eedurin, Ve

Al Access Objects & =

f

3
3

0} & afinDEe
-

o [YEET. I LTEEy 4 Bgting 4| Gews -
About o Boy {05 L5 Comady
L b | TR ran Ciwmady
Lo Corpe Bds |00t Al Commady
Dovine Secrets of e Y- Ve Soferbood (506 #5103 Commady
-
§| MovieSearch

Search the Movies

Rating |PG13 W | Genre |C0med1yr W

MovieSearchSubform

MovielD - Movie

5 About a Boy (2002)

78 Cocoon [1985)

83 Corpse Bride (2006)

90 Divine Secrets of the Ya-Ya Sisterhood (2002)
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Cool Combo Boxes Search the Movies

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 4
code to Refresh the movies in the

Subform automatically after the Rating

or Genre change.

=
4
3

Rating |P613 vi Genre |Cnmed1yr v

MovieSearchSubform

MovielD -~ Maovie -1 | Rating -1| Genre -~
Well, I'd say you done good. For this
one, you can get the whole row of E About a Boy (2002} PG13 Comedy
cookies if you wish. 78 Cocoon (1985) PG13 Comedy

83 Corpse Bride (2006) P13 Comedy
90 Divine Secrets of the Ya-Ya Sisterhood (2002) Comedy

ponsTE

Field: | Genre Rating
Table: |tblGenre tblRating
Total: |Group By Group By
Sort: | Ascending
Show:
Criteria: | Is Mot Mull [Forms]!{[MovieSearch]![RatingComba]
on
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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 to the
matching field, Type, in tblType. Then, select the Specialty Field in
tbIProducts and drag it to the Specialty field in tbISpecialty.

7. In the QBE grid, add the following fields to the Query:

from tblSpecialty: Specialty

from tbiType: Type

from tblProduct: Item

8. Sort the Specialty Field in Ascending order

9. Save the Query as TypeSearchSQ. Run the Query to test it.

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.

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

A. True 5. A Form and Subform can be linked by

B. False two Fields. I 4

Tip: Intermediate Access, page 127 A. True '“'Iil
B. False if 'l

3. Which of the following is true?

L]
il

. 1
(Give all correct answers.)

Tip: Intermediate Access, page 145 e e . e

AN,

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
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Access 2013: Designing for Users

FDetall

Meet the Stars

Intermediate Access Objectives e o
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. Al Acowos Cljects @ S

2. Use the Command Button Wizard to create a =
Embedded Macro that opens another Form.

3. Edit the Embedded Macro and test the code.

L

g'n.: 7]

i

4. Apply Quick Styles to the Controls in a Form - m
5. Convert the Macros to Visual Basic. -
¥
N St
S
3.
-
.-

© 2014 Comma Productions, LLC

Microsoft Access 2013 Inermediate Page 153 of 281



=
4
3

Takg Lesson 6 : Meet the Stars

Ong

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.qgif, popcorn2.gif,

popcorn3.gif,
popcorn4.qif, movies1.qgif.

BBL Int ver6.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.gif, Lunch2.gif, Lunch3.gif,

Lunch4.qif

2. Practice
Do the Practice Activity on page 187.

3. Assessment
Review the Test questions on page 188.

Form Design Tools->Design Ribbon

Aﬂl n Colors -

View | Themes Fonts -

Views Themes

Form Design Tools->Design Ribbon

%Aa@lljl%é

E,El Logo

Bl | |=

[ Title

F.:'};.Date and Time Fields

Header / Foote EJ iJ

Menu Maps

=l

Controls

173

oY
DEQ
12 view Code

Subform in New Window

Add Existing Property Tab
Sheet  Order :% Convert Form's Macros to Visual Basic .‘h

Tools iJ

From the Form Design Tools->Design Ribbon P -
1. Form Design Tools ->Design->Controls->Textbox, page 159 i

2. Form Design Tools ->Design->Header Footer->Logo, page 160 ' J
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
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"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 Access 2013

Customers Quit App

-

T
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o::° Example of a Switchboard Form in Microsoft Access 2013
[ S ' T T T T T T e e S P - PR
What Are the Objectives? e
A Switchboard is a Form with Command S e e S5 S ot RS
Buttons. This Form does not need a Table or a
L

Record Source because it is not editing any data. Access Objects & « | 2mewes T, TR T
So, it is considered Unbound. The Switchboard is e
4§ﬂant Row Video H

simply a menu or map of what is in the database.

T4
.:"

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.

foaaa
.

i 4

Create an Unbound Form
Add Labels and Logos

< | kel

1
g

I T L L L

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

R eIt E

Add Buttons to Return to the Switchboard

Today is |
From the Movies and Customers Form.

That's the scope of this lesson.

Customers

Microsoft Access 2013 Inermediate Page 156 of 281



=
4
3

[:]
Onyg

Before You Begin
Before You Begin: Open the Sample Database
Go to Start -> Microsoft Access 2013.

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: tblICustomers, tblGenre, 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.

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database

Start ->Microsoft Access 2013

B SOOETTY SAENG T

et Costend bt e el [k Los vy et (e —

inFiivens BATA  EWlakid Tooed Tazmrs: b n

1 SECURITY WARNING Some active content has been disabled.

All Access Objects @ «

Search. yo.

Tables | &

L

tblCustomers
j tblGenre
B tbiMovies
B4 tbiMovieSearch
=

tbIRating

b

Queries

'@ CustomerHomePhones0

CustomerMames0

1.3 Navigate Through a Database: View All Access Objects
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Ong Create->Forms->Blank Form

[ TS| i s AR Dot e b g oo e weSAN 521 ooy ¥ & W

Create a New, Blank Form [ = o wmmen s s e e S -

The Switchboard Form does not save any H— o
data, so it does not have a Table or Query - . e heas ey . . 1
for the Record Source. hocess Objects @ = o : : ; ; , : < Fiekd List "

=
4
3

1. Try This: Create a New, Blank Form
Go to Create->Forms->Blank Form

What Do You See? A new, blank Form should
open in Form View.

Try This, Too: Change the View - —_—
Go to Home->Views. . Zg] Form1',
Select a View: Design View. .

T e T T T T R A

Keep going... f Dretail

s

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Create New Forms
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Switchboard: Add a Textbox
2. Try it: Add a Textbox

Go to Form Design Tools ->Design->Controls.
Select a Control: Textbox.

Click on the Form Detail.

What Do You See? There should be a new, unbound
Textbox on the Form.

Try This, Too: Edit the Textbox Properties
Select the Textbox.

Go to Form Design Tools ->Design.

Go to Tools->Property Sheet.

Edit the Textbox Properties:
Name: Today

Control Source: =Now()
Format: Long Date

Width: 3"

Edit the Label Properties:
Select the Label.
Edit the Caption: Today is

Keep going...

Form Design Tools ->Design->Controls->Textbox

@ |

Vw | Thamas [ ke -

G |
= .
e
Ll
oo

g 4

‘:'-uua‘ﬁn.agu

= it (o R e wdan AL | - v st gty vomelpa bt bR w010 (hon,

vomsl OB (UTHeM BATA  GMIMANIITOGNS | ERGM | AGAMGH  FOEMAT

Ad] con- — ° ] | e o ]

= abl| Ag = s . 1l AL Y Vi o -
- £or) kil [y Pty Tolb

Lrinsdosn Sypr Tred

Property Sheet

Selection type: Text Box

Today W

Format| Data | Event | Other | All

Mame Today
Control Source =MNow(
Format Lang Date
Decimal Places Auto
Visible Yes

Text Format Plain Text
Datasheet Caption

Show Date Picker For dates
Width 3

Height 0.2188"
Top 0.7
Left 1

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

4.2 Set Form Controls: Add Form Controls (Calculated Control Source)
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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.qif

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: 0.0208"

Left: 0.0208"

Keep going...

Form Design Tools ->Design->Header Footer->Logo

@ =

=

.

\,‘.\’-.\"lwn\is"ll.:,‘ u

-
ey
L]
oo

[£] -

Thammes [

5

CRiaf

Infiivens BATA  BATARIE ToSRA

abl| Ag = i

i

-1

ok WaALAN | Dt v e ity sosarebta el 110

adiase  BOEAAT

2 g el =

1l R [ Y T o o e il
- ki [y Pty Tolt
e Diate i Tt ey .

Property Sheet

Selection type: Image

FrontRowlLogo [¥]
Format | Data @ Event | Other  All
Mame FrontRowlogo
Control Source

Visible Yes

Picture Type Embedded
Ficture Movies1.gif
Ficture Tiling Mo

Size Mode Zoom
Picture Alignment Center
Width 1.5"

Height 1"

Top 0.0208"

Left 0.0208"
Back 5tyle Transparent

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

4.3 Format a Form: Insert Headers and Footers (Add Logo)
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Switchboard: Add a Label 1 r— e

4. Try it: Add a Label o | T
Go to Form Design Tools ->Design->Controls. ~~  *
Select a Control: Label. -
Click on the Form Header.
Type: Front Row Video

o

Ak 20

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

FERAAAT

; 'gFrbnt Row Video

What Do You See? There should be a new Label on
the Form Header.

TLELTEL L

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: e
Name: Banner —
Caption: Front Row Video o e
Width: 3.5"
Height: 0.65"
Top: 0.125"
Left: 1.5"
Font Size: 36

What Else Do You See? You can format the Label
Font color, size and alignment with the Format Ribbon
or the Property Sheet if you wish.

Keep going...
Exam 77-424: Microsoft Access 2013

4.0 Create Forms
4.2 Set Form Controls: Manage Labels

Property Sheet

Selection type: Label

Banner

Format | Data

MName
Caption
Visible
Width
Height

Top

Left

Back 5tyle
EBack Color
Border Style
Border Width
Border Calor
Special Effect
Font Mame
Font 5Size
Text Align
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Event

Other | All

Banner

Front Row Video

Yes

3.4375"

0.65"

0.125"

1.5°
Transparent
Background 1
Transparent
Hairline

Text 1, Lighter 50%

Flat

Calibri [Detail)
36

General
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Apply Background Image
5. Try it: Apply Background Image

Go to Form Design Tools ->Format.
Click on Background Image.

You will be prompted to Browse for an image.
Go to the Documents folder.

Select an image: movies1.gif

Click OK.

What Do You See? There should be a picture of
movies in the background of the Form Detail.

Do This, Now: Save the Form

Go to File->Save.
Enter the name: Switchboard.

So far, so good.

Form Design Tools ->Format ->Background Image

LR POt DT A3

[ R T T v ——

1 Dt
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.
Tabiws
e
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:
=
—
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o
m e o

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Insert Backgrounds
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Format | Data | Event

Mame

Visible

Height

Back Color
Alternate Back Color
Special Effect

Auto Height

Can Grow

Can 5hrink

Property Sheet

Selection type: Section

W

Other | All

Detail

Yes

5.25"

Background 1
Background 1, Darker 5%
Flat

Yes

Mo

Mo
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Add a Command Button

A Command Button does an action: something

opens, calculates or prints when you click the button.

Quir 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!!

Wairh Bassr Kuaien 50 Do Wik o fung! |

Form Design Tools ->Design->Controls->Button

3
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Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Create Navigation Forms (Switchboard)
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Command Button: Action
A Command Button can do many Actions. The =~ = w0

Categories include:
Record Navigation
Record Operations
Form Operations
Report Operations
Application
Miscellaneous

Each Category has several Actions.

2. Try it: Program the Action
Select a Category: Form Operations

Select an Action: Open Form

Click Next.

Keep going...

Form Design Tools ->Design->Controls->Button

[T £y T FONSDETEMIOME | RsacheeWdes melTAR  Datsha
B s oon omeasos boasions | b | A S
| [2] e g - — [E) |

abl| Ag (o 5, [ ‘ N |- | T

Al Access Objects 8 = | 5 =0

. 2

. LI oo

B =

2. F
3=

=

[ .

[

‘LR L

pressed?

Bl b

Categories:

What action do you want to happen when the button is

Different actions are available for each category.

oty | e mgter AP Dl P e Wl R
[ -
_ = Property Sheat ] 2

Lritasn ey Dommand fuen

Lagran i
by e g b Frbar o
el "

Actions:

R

Record Navigation
Record Operations

erations
Report Operations
Application

Miscellaneous

Apply Form Filter
Close Form

‘ Open Form

Print @ Form

Print Current Form
Refresh Form Data
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Form Design Tools ->Design->Controls->Button

unm

S T DR DEIERINE . Rsthew¥en maAN Db G S woraales w2 (e x
. - biwA CRAR  (aTHem BATA  DATARAH TOOG | DEDOM | AGRAMGH  FOSMAAT Tsten biahy + .
Command Button: Form o & s : — 7 n B ,
= . - ] & Rl il - e 3 T s = B Verm €
3. Try it: Select Which Form Should Open Vou | Thomes (s | M 220 A £ - B e T Al byt D
. * & g - = Pk (e Sede 2D o R by ot
Select a Form: Movies )
Click Next. Al Access Dhgects = ' "“""" 71 Property Sheat
p ' Lrtnbusn oypr ammand fosan
Tan A iemra . .
. B meow |
Keep going... = : F o] e | feen [ 4
ey [ - 1 Taven pre——y s
= - ::;c-—--.—-d:'-uv-:—-
for QS S

What form would you like the command button to open?

uwmwmﬂs

i

Customers

e

MovieSearch
MovieSearchSubform
Switchboard
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Form Design Tools ->Design->Controls->Button

[ LG T e BT D T vontiieits ML s -
Command Button: Record 1 T e e T TT TR R — ] o o
When you open a Form, you can show all of the | P [ (ML A0 51 ] 5, B8 FELE . s | e e 5O
Records, or only the one(s) that match your

criteria. This Button will open the Movies Form and
show all of the records in tbIMovies.

4. Try it: Select the Records

Click: Open the form and show all the records.

Click Next.

Keep going...

. the cheaalin colleciog §

i 21 it ' s - Wil R
71 Property Sheat 4

it pr Cammand foman

Al ACCess Objets @ = | 5 o=

f el -
on rrpie, o b s e b arad iy o s
P - st | Dot | Boves | w48

et Lt -
e Pt e el b Gete T Dker

- o P R e e T e

Cagran (rmangrpd
Pty (s nangemred b Pobar Capan.
e "

L LR L}

Do you want the button to find spedfic information to display in
the form?

2

o

: For example, the button can open a form and display the data
3 for a spedfic employee or customer,

1!

e
f

() Open the form and find spedific data to display.

. Open the form and show all the records.
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o::" Form Design Tools ->Design->Controls->Button
E ga e T T T T T T LT — Dol voethtiies el words Do .
[ & T InTiivan BATA BTl Yo s Bl e : 1 lnatent Loy ©
:} Command Button: Text ] e Do~ | m Bl -
The Command Button Wizard gives you the or |V - |l A0 T L] g BB L bl =R T~ T SR
option to use Text or Pictures for the — - ] B 5
Command Button. It is an interesting question. " “res e K s e Property Sheet x
Many Users navigate by images. Pt v A o s, o e . P e -
2 ~er 43 - =
For example, directions may be given in 3 e e EE— ;.Ec__...,...f.".".::::'.;__
landmarks. "Turn at the McDonalds." Many g
other Users also navigate by names: Go to ¥
Main Street." o
;::, Do you want text or a picture on the button?
5. Try it: Select Text or Picture *
Enter the Text: Movies 3 If you choose Text, you can type the text to display. If you
:: choose Picture, you can did: Browse to find a picture to display.
Click Next. Keep going... -

(@) Text: |I'~'1m.ries |

D Picture:

Show All Fictures
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One Form Design Tools ->Design->Controls->Button

command Button: Name -_| _'-;I“‘M:” ..ul-m.l.uﬁu. Bk TR TENE u: .:m.-n uml - T . - :: it ] l

6. Try it: Name the Button | o .| 0 A L TIEEEE N B e it i R 1 BT et

Enter the name: OpenMoviesFrm o P . L - 6
Click Finish. Al Access Dbjects @ - o SEE—— ] Property Sheet "

R R

Tk e e el = e — -
. e I Vb Porsat| Dol | Bevetl | ot 48

What Do You See? There should be a little - R — B .
Command Button in the Detail Section of the - SRR ERTEIE =t
Switchboard Form. o

p —
Keep going... There are a few more steps. F st

o What do you want to name the button?

F o

5_:. A meaningful name will help you to refer to the button later.

-

: |D|:|enMuuiesFrm|

That's all the information the wizard needs to create your
command button, Mote: This wizard areates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions,

CHARLIE CHAPLIN
THE GOLD RUSH
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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

oS :
Bl e oo
=1 | [] s

Wew | o [t -

All Access Objects @ =

e,

T BATA

* abl| Ag

(AT 1Y

L]

1 remaier

ol ity Cimalinas. % gy lban e smagmy') soellarba meblhd 1 g (o ¥ & %
tsamars vt J
B [sale — o
- 7 T F- I" o i Combr
- - s
— it el T Py Sl uder A Dt Five i i e Bl i
o1 Froperty Sheat "
Lrindan s Tpmmard e

nt Rjow \/Jil'cleo

T Zpredirer s
|
]| Dt | Weres [ | 48
e Erdb e
| _— [T
Ll Fatay (s smimgearnd b Febar (apar
Ve [

i hI.E_|..|.|.|..H~lnl.+mnﬁ§||
E EEE beges i

the ciaplin collscting |
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Property Sheet

Selection type: Command Button

OpenboviesFrm W

Format| Data | Event | Other | All

MName COpenMoviesFrm
Caption Movies

Picture Caption Arrangement Mo Picture Caption
Visible Yes

Cursor On Hover Default

Picture Type Embedded

Picture [none)

Width 2"

Height 0.4

Top 0.5"

Left 0.57

Back Style Nnrmal|
Transparent Mo

Use Theme Yes

Rark Color Arrent 1 linhter 4056
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OZ:G Form Design Tools ->Format->Control Formatting->Quick Styles
E [ TS i e (i ag R Y PR T T ey i D gty | sorelgeati des ~ebL AN 180 Ao ¥ a4 xn
5 Apply a Qu ick Style _'- .mr-::r r: »;Mln "M_IITH. - L: FTTSTRTUTY (L35 _uuuo -.-u.u:“ g:w.‘. [ !
8. Try it: Apply a Quick Style s |81 |a-G- Wit e 3 g -
The Command Button is selected. - Mt R (] (][] [ 8
LY it e Property Sheet

Go to Form Design Tools ->Format.

Go to Control Formatting->Quick Styles. - g F O — Segeeen =
Select a Style: Intense Effect- Red, Accent 2 i -Qﬁont Row \ gopEEEE = " a
Keep going... :m e aEeeEesE .- =
The C ter M Sez: This f tti ::: .n..n.n
e Computer Mama Sez: This formatting was  u :

new to Microsoft Access 2010. f; . - - = - & - z
It's a lot of fun! 3 - -

T

=

4

2

.-

-

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Apply Themes (Quick Styles)

Microsoft Access 2013 Inermediate Page 170 of 281



E =
0::" Form Design Tools ->Format->Control Formatting->Quick Styles
E Ll T DERRAL | Fesmheradss sl Dt T e T RATPRRE S ¥ a4 =
5 Add More Stars E;; e s L T
9. Try it: Add A Button for the Customers - T bergane o o L
Go to Form Design Tools ->Design->Controls. e __ .| et . 9
Select a Control: Button. bt b M g , A : : s Property Sheet

Click on the Form Detail. B ' - |
3 e -g_’l:r*)nt Row Vtideo
Select a Category: Form Operation i s e

Select an Action: Open Form -
Select the Form: Customers T
Choose the Records: All Records ‘; N

s LR B -
e L
ot

IprFepiitienlier w
Pismall| Duls | Beesll  OWaw A0

v apepn. en g bin Pk e
e "
Luvia D vt Eotpn

Febar Typs (et
Fatar mamr

i

Enter the Text: Customers
Name the Button: OpenCustomersFrm

Property Sheet *

_-"Q. E A-.‘_

= "
& Selection type: Command Button
w OpenReporthMoviesByYear W

Format Data | Event | Other | All

Try This, Too: Add A Button for a Report
Select a Category: Report Operation

Select an Action: Preview Report

Select the Report: Movies by Year

Enter the Text: Movies by Year

Name the Button: OpenReportMoviesByYear

MName OpenReportMoviesByYear | »
Edit the following Properties for each button: Caption Mavies by Year
Width: 2" Picture Caption Arrangement| Mo Picture Caption
Height: 0.4 Visible Yes
Apply a Quick Style. Cursor On Howver Default
You can place the buttons similar to layout in the Picture Type Embedded
screenshot on this page if you wish. Picture {none)

Width 2

Height 04"

Top 0.5"

Left 3"
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Test the Switchboard Form

There is only one way to see if the buttons work:
open the Switchboard Form in Form View and try
it like a User.

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

1. Try This: Change the View
Go to Form Design Tools ->Design->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 Button that
opens a Report in Print Preview.

BETTE DAVIS |
(1A .'|'|[:T[,"ﬂ"l' |

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

B e ' Prgarhviaes malAR Db s

i s amaany o o shn e AN 01 b Dhictna 007 - 211 Pla st - drcems ¥ a

»
iUl BATA  EWERRAHH TERNE st it + )

P F o Bl
i 7 g y T
T aa- * S e

i
i
i

HEIR
o ik

foaew

il

lliuld':.lu'd;"&'\':'\h‘vhﬂﬂ

Today is |

Customers
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O::G Home
:} Test the Command Buttons ™% = ™" “nil o2 L o

2. Try it: Test the Command Buttons v o [y Dbt Wi Tl R

Click on: Customers. — T Lerd S - 2
All Arcess Objects @ = || T tesesed | J domomen Z
. Customers

What Do You See? The Customers Form o e

should open in a new Window, to the right of = 7l

the Switchboard Form. =
P Hama Phams | RBBOREEZ

What Do You Think? There should be away = — =

to Close the Customers Form and Return to ; . ——— - i

the Switchboard when you are done editing F v

the Customers' Records. .
| ” o
A = ; N ==

There are two parts to this programming: o | I_:—zl switchboard i 5| Customers

Open the Switchboard Form. 3 f

Close the Customers Form. o C u StO mers
.

Let's begin by adding a Home Button to open ™

the Switchboard Form.

b

"We are not responsible CustomeriD | 2|

for the weather”

-Katherine Hepburn as

Rose Sawyer Home Phone |{31ﬂ] 555-1212 |

AT A e LastName |Poohbah FirstName  Deeter
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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...

Form Design Tools ->Design->Controls

BES & Pt DESGH BOTS et ¥iken el : Db/ iiivent et vorartiaien el st Ghcc

I cos  cnan i oaTa  DATARARU TOGU | DERGN | AR RosaaT Vs ity +
- —_— P — =R +
== | »‘:I Conr+ | [ o - - = =
Eh Gt A = R =il S | = - e | W ] BED o

Ve | Theme [ || L) Loty Pty Tob
- . Faidy | Shew | Ceder

- B A et P s
preas - — r— [
Al Acoess Objects & || -8 tescesed] J Somams = Pronerty Shee
" - f . . " i f i f . ' B - : ¥ ahee

i1

-------

What do you want to name the button?

Fifiii

FEETTTLET Y

A meaningful name will help you to refer to the button later.

|GDHDIT1E| |

That's all 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.

Mext =
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Rick: "Who are you really?
And what were you
before? What did you do
and what did you think?
Huh?"

T
O::G Form Design Tools ->Design->Views->View
e ' Pagarh s mabl Al [t ey sl Dty ) el b =l A 201 00 Uhe conn 207 - 3011 iy gt - decons a4 xn
Test the Home Button T R T e e TR T (R e
Before You Begin: Change the View - A oy LBty bt -*;«*,'“" Temg | g S0
The Customers Form is open in Design View. : - - - 4
Al Access Dbiects 8 « |8 =roeses | Y e

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

E

- PR — - V

4. Try it: Test the Home Button
Click on the Home button on the Customers Form.

5 Egeea
-

What Do You See? The Switchboard will open.

What Else Do You See? There are two Forms open. [ | =8| Sswitch mf{i\‘-l: == Custnmers.\"-._
Now, we need to add the code that closes a Form . s
when you are done with it.

IR LT L LR L

Keep going...

gui“u

M
LRI R LU LLLes LRELLLA
A’

Today is |

Customers
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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

B E% f T B g bLAN | Dhmalbant- (it i Doty oot LM 01 (oo, F = & N
[ T i — e e —— — ]
- —— pa— i
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% abl| Ag (o= L3 " 1l - q T 7 Vi il

Vew | Thamas [0 s - L] o e | A [y Ponpty Tob

- - S [T e Faritn Dl Tugher 7 Dimt Vi s M e Wl R
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= Customars — =
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O::Q Form Design Tools ->Design->Tools->Property Sheet->Event
:’ Review the Macro o Sovii — e B
When you invoke the 3-dot Builder, a new bt o G e Bt e
Window should open. The Macro Tools should B . . . 6
be available as well. T Action Catalog "

[

6. Try it: Review the Macro — & -
The Code for the GoHome Macro is open. W L .
The Macro Tools are available. o

The Macro begins with: OpenForm
Form Name: Switchboard
View: Form

jpa ek n Coemempnh

| =l JJ i 1 Customers : GoHome : On {Zli-:h.c.."-._

Keep going...

OpenForm

Form Mame Switchboard

View Form

Filter Mame

Where Condition

Data Mode
Window Mode Mormal

+ | Add Mew Action W
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o::° Form Design Tools ->Design->Tools->Property Sheet->Event
E B E 5 - ot ke LAY Dt vt o et e ¥sbe el ol Dhcores 0 - 3011 Pl o - Acovms ¥ T
:} Add to the Macro . e s e
Our goal is to close the Customers Form when Crmberm Actian Latalog .
we click to return Home, to the Switchboard. e F — 7
Here are the steps. s -
7. Try it: Add to the Macro R
Click green plus sign to add a new Action. g Ten— = -
Select an Action: CloseWindow pent _ _ ey
E:TEWHF | _—I Switchboard "1._ _—I Customers i :j Customers : GoHome : On Click ',
Keep going... PP : 1

OpenForm

Form Mame Switchboard
View Form
Filter Mame
Where Condition
Data Mode

Window Mode Mormal

[ClearMacroError
CloseDatabase

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

8 E % - o ot ke s D st sl Dot vomeiirien sl il

0T - 011 Pk gt - Bercmt

1 .j Customers : GoHome : On {Iick-"-.._

[ T
& A oo E S8
— E NE=
B Openform
Form Mame
View
Filter Mame
Where Condition
Data Mode
Window Mode

= CloseWindow
Object Type

Object Marme

Save
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r
o::” Form Design Tools ->Design->Views->Form View
@ Ll T T L T S ——————— e - T = AN
Test the Command Button e e e N —————
Before You Begin: Change the View | o e (WO A2 (1] 5, B8 AN - M.'.:n,..'.':.’,;_i - ke
The Customers Form is still open in Design View. v s Ja——— g
Go to Form Design Tools ->Design->Views. Al Accems Otfests @ S TR AEKEERT e
Choose a View: Form View. Tebien e : - -
3 - : Customdrs | H T
2 . E| i pessaman ol
9. Try it: Test the Updated Command Button B we Q | ' ot oo
Click the Home Button on the Customers Form. The S — N o E:\,
Customers Form should close. * sl
The Switchboard Form (Home) should be open. ;; ) o Pheme g | ' | ' E-E_-’m
i LatthaTe Ferihame || Frnchme Ll
. ; e w1 | Laddren] ‘
What do you think, now? =

8. | >3] Switchboard
. Bic TROUBLE N 4,
Impressive. kg, : . =

i 1 min | L ] }
i i (IR g i .
B i vy Today is | Monday, March 24, 2014
' 1=0 ¥
Il IIII 1
(8}
: Ao e Movies Movies by Year
] L}
I ' { 8
i TH e
. ’ ! Customers
% -
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o::” Form Design Tools ->Design->Tools->Convert Form's Macros to Visual Basic
Convert the Form Macros to VBA "% 7 =t e o s e R .
Macros are one method of programming actions in | i e |l 241 A 1 ] G HE g T e St
your Mighty Access database. As we saw in the - 1
previous lesson, Visual Basic for Applications (VBA) is ~ * frosstimas o e ] Property Sheet
another. Tubien 2o s , "
D mermen Customndrs | e
2 . } o e
Before You Begin: Change the View 3 | e o
The Customers Form is open in Form View. - e s Pl e e | [ =
Go to Form Design Tools ->Design->Views. ¥ . fruma iR—— = EAmat R
Choose a View: Design View. s DT b Somememmes S
P 21 ] " i '-r.:u-o Lo
1. Try it: Convert the Form's Macros to VBA 3

Go to Form Design Tools ->Design->Tools.
Click: Convert Form's Macros to Visual Basic.

TR AR

;;Add error handling to generated functions

You will be prompted to select the following:
Add error handling to generated functions.
Include macro comments.

.I_.ndude macro comments

H

Click Convert.

Now, What Do You See? In a few seconds, a pop up
will say: Conversion Finished!

o Conversion Finished!

Click OK. Keep going...
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o;:’ Form Design Tools ->Design->Tools->Convert Form's Macros to Visual Basic
E T S e A s R s Bt ot el A x
5 Review the Event Procedure E:{;‘:. i ':‘a.b:ua, TR TEE 1._u hu!mJ :-.vuu ‘ — = : T victs + )
When the process is done, the Embedded Vou | Thomes [y | 2 A0 & ' H e e | Mg iy 1 £
Macros on this Form will be converted to Event = - .
Procedures. AN Aocess Lo

2. Try it: Find the Event Procedure
The Customer Form is open in Design View.
The "GoHome" Button is selected.

i

Go to Property Sheet->Event->On Click. »
What Do You See? There is an Event g et . | e ol | o PerEf—t}f ShEEt

Procedure that will run whenever a User clicks Selection type: Command Button
on this Button.

LTLEL L R A RN

d

RN

GoHome ]

Try This, Too: Review the Event Procedure

: Format | Data | Event | Other | Al
Click on Event Procedure.

Click on the 3-dot Builder. On Click [Event Procedure] g | e

On Got Focus
The Visual Basic for Applications Windows On Lost Focus
should open. Curious? On Dbl Click

On Mouse Down
Keep going... On Mouse Up

On Mouse Move
Memo to Self: The Conversion from Macro to On Key Down
VBA is for this Form, only. On Key Up

On Key Press

On Enter

On Exit
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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.

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

AT e ————

- A" | Mo

Fropedt - FromiRowiiaen Yerll
= J=]

| o Il e
o B wehed | W00

r 8 a b WET B wicar i
E A =

B[ Tousiim compers tetasess

[ T ————————

Bt e o

[~ ——
F #orm Hecarinarch

Frivets Sub Goloms Clackid
In Error doTa Scloms Click Err

Cption Compare Database

Private Sub GoHome Click()
bn Error GoTo GoHome Click Err

DoCmd . OpenForm "Switchboard"™,
DoCmd.Close acForm,

acHormal,
"Customers"

GoHome Click Exit:
Exit Sub

GoHome Click Err:
M=zgBox Error:

Besume GoHome Click Exic

End Sub

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Modify Existing Forms (Convert Macros to VBA)
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E %
o::e Form Design Tools ->Design->Controls
E [ ‘ T = —— T ——r————p ;
:} Add a Button to Each Form T T e e I ey o =
4. Try This: Finish the Switchboard Form vor | e [0 (Ml A0 (=1 L) 5, 8 TIETE N W e D e e DT

For each Button on the Switchboard Form, edit the : : S :
Event and add the code that will close the Al Aooess Ugects. @ T e e ————— Property Sheat

S - Lrictcan mppr Cammand foan

Switchboard Form when you open another Form. ke

™

il

i

{
N

Try This, Too: Add a Button to Each Form
Please include the "GoHome" code to open the

5' geea

. ] . R | ] e a e YNEE D o
Switchboard Form as well as the code to close the = ovogect- FroniRowANGEs Vert = A -
Form that you are currently on. 4 CET g
[ ——
B B o | ACWYTORR |
¥ '1.»._.-..1:.-:"_.:...-- — -
It seems like a silly exercise, but it is one your Users [ o ey —o
Wl” appreClate 3 ; n Erear dofc dclome Clics Err
o -
1 Private Sub GoHome Click()
s | On Error GoTo GoHome Click Err

DoCmd . OpenForm "Switchboard™, acHNormal, "', "7, , acHormal
DoCmd.Close acForm, "Customers"™

" [T

GoHome Click Exit:
Exit Sub

GoHome Click Err:
M=2gBox Errors
Resume GoHome Click Exit

“AMEnd Sub

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Create Navigation Forms (Switchboard)
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on:" Form Design Tools ->Design->Controls
. . B <o cwin Omeesioie  eusditons Do s |
:} A Hard Day's Night b e o = e
It's Quitting Time! Let's give the Users a way to quit. paart "rela-a S et 4 it
Here is a simple Button that will close your Microsoft .~~~ 5o = S P
Access Database. ey ; pe e T ‘ : : L2 st i

= " . | 1 Poemt| Cutn | Boest [ Omew | 48
5. Try it: Add an Application Button e 'gﬂFr*}nt R;DW \/i!deo l ‘ ’ — B

Open the Switchboard Form in Design View.
Property Sheet

Go to Form Design Tools ->Design->Controls.
Selection type: Command Button

|

Choose a Control: Button.
Click on the Form Detail.

LT L L

Lececs

- . QuitApp W
The Command Button Wizard will ask you to:
Select a Category: Application

Select an Action: Quit Application

Luntieméi

Format| Data | Event | Other | All

Enter the Text: Quit App = Mame QuitApp
Name the Button: QuitApp e Caption Quit App
Click Finish. : u Picture Caption Arrangement|No Picture Caption
Visible Yes
What Do You See? There should be another Button Cursor On Hover Default
on the Switchboard Form. You can format the Control Picture Type Embedded
to match the others if you wish. Picture [none)
Width 2
Save your programming. Change the View back to Height 0.4
Form View. Go ahead, try the Buttons. Top 1"
Left 3
Back Style Marmal
Transparent Mo
) Use Theme Yes
N ' Back Color Quick Style

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Create Navigation Forms (Switchboard)
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This lesson created a Switchboard with AR Access Otyects ® 2
Command Buttons. A Command Button is a
Shape that responds to an Event.

=
4
3

fopEagk
BF

We used the Command Button Wizard to add
Buttons to open:

Two Forms: Movies, Customers.

One Report: Movies by Year

f
i

Peees

We also added a "GoHome" Button to the
Movies and Customers Forms that Users can
click to return to the Switchboard.

Bl AW

1
!

...zndndnlﬂ

The next lesson continues with the "Opening
Scene." What do the Users see when they

start up your Access Database? m

You done good. Go get a cookie and come
back when you are ready. —

Today is | Monday, March 24, 2014 3

Customers
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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: 1”

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.

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 3-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 3-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 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

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;
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Access 2013: Designing for Users

The Opening Scene

Intermediate Access Objectives 2l o
In this lesson, you will learn how to: D E

1. Set the Microsoft Access Application 3 Front Row Video

options for the Current Database.

Wbdiaiiliey, WS 38, S04

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 ‘! Aoolication O tionshu

Record Selectors, Navigation Buttons, Scroll g PP P

bars, Control Box, Close Button, and the Min :
Max Buttons. Application Title:  |Front Row Video|

Application lcon: Browse...
Use as Form and Report lcon

Dizplay Form: Switchboard v

Web Display Form: |(none)

Display Status Bar

Document Window Options
© 2014 Comma Productions, LLC () Qverlapping Windows
(@) Tabbed Documents

Display Document Tabs
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Lesson 7 : The Opening Scene

1. Readings
Read Lesson 7 in the Intermediate Access
guide, page 189-203.

Project

Change the Start Up Options to display a
Form when the database opens. Edit the
Properties on the Switchboard Form.

Downloads
FrontRowVideo Int7.accdb
BBL Int ver7.accdb

2. Practice
Do the Practice Activity on page 204.

3. Assessment

Review the Test questions on page 204.

Form Design Tools->Design Ribbon

EnEl Logo DD — DI:=D|! Subform in New Window
[ Title S 5 v Code
Add Existing Property Tab
E.;'};. Date and Time Fields Sheet  Order ‘E% Convert Form's Macros to Visual Basic
Header / Footer Tools
4

Menu Maps
From the Backstage

File->Options, page 194
File->Options->Current Database, page 195

From the Form Design Tools->Design Ribbon
1. Form Design Tools->Design->Tools->Property Sheet, page 200
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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.

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.

"Something Wicked This Way Comes!"
Macbeth, by Shakespeare
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Microsoft Access: Example of a Switchboard Form

A - i Pagar R Wabta ¥ a
:} What Are the Objectives? M e un o s e
The database can display a Switchboard Form when - :
the program opens. The Switchboard gives Users 3 Front Row Video
someplace to start. In this lesson we will:

Wiiatikiey, MR 38, 214

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

FILE HOME CREATE EXTERMNAL DATA DATABASE TOOLS
R

That's the plan. — Cut L, Ascending T Selection ’% =1
. — 22 Co 0y 2 ) Descending =] Advanced |-=,ES
§ _ Vi Paste ¥ Filter . Refresh _
Format Painter z.# Remove Sort Toggle Filter All- /<0
Clipboard M e

m Add to Quick Access Toolbar
' Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
F r( Customize the Ribbon...

Collapse the Ribbon
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Before You Begin
Before You Begin:Open the Sample Database
Go to Start ->Microsoft Access 2013.

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 Int7.accdb database has:
Five Tables: tbICustomers, tbiIGenre, 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.

Start -> Microsoft Access 2013

a R

ﬁ%ﬁﬁnﬂgHHJh

;

ﬁ_j‘.l;l.l g

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects

¥ gy

1 SECURITY WARNING Some active content has been disabled.

All Access Objects

|
Tables

tblCustomers
tblGenre
thiMovies

tbiMovieSearch

El ER ER ER ER

tbIRating

o
E
f
=
m
1]

CustomerHomePhonesQ
CustomerMamesQ
MoviesByYearsQ
MovieSearchs0

Moviess50

L e e e e

RatingSearchs50
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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:

Info
New
Open
Save
Save As
Print
Close
Account
Options

2. Try it: Change the Options
Go to File->Options.

Keep going...

File->Options

Account

Options

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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File->Options->Current Database

WE s o :
:} Current Database Options oz P e : Sl

The Access Options include many places where SRS | P —
you can customize the database. et Arptstem Optees 2

Al Access Obgects & = S i Byl st r

= ™ N e ——— —
The categories include the following: - i e My <
General D = ' A
Current Database B e e TR
Datasheet 3 ‘ e
Object Designers B o o PP
Proofing e O Gt
Language B e e gt hmiichat =
Client Settings e T r——
Customize Ribbon o
Quick Access Toolbar a2 w
Add-ons .
Trust Center 2

[ po— General E i
2. Try This: Review the Current Database ==jg Options for the current database.
Go to Current Database. € Current Database

L Datasheet Application Options
What Do You See? By default, the Application
Options are blank. Object Designers Application Title: | |
Keep going... Proofing Application lcon: | |
Language Use as Form and Report lcon
Client Settings Display Form: ||[r1|:|-r1e]| IEI

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Access Options (Current Database)
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Pw:" File->Options->Current Database

o : '
Edit the Current Database e
3. Try This: Edit the Application Options -

Application Title: Front Row Video - ad_ & e
Display Form: Switchboard Al ACcess Objects ﬁPP“ catioﬁ 0 Pﬁc_'m_ -

2 .
4
3

Display Status Bar: Yes "'_l..,
Document Window Options = o _ :
Tabbed Documents: Yes 3 - Application Title: |ant Row Video| |
Display Document Tabs: Yes 3 e o
ot Application Jcon: | | | Browse... |
Try This, Too: Edit the Navigation Options ﬁ ) Use as Form and Report lcon
Display Navigation Pane: No i » _ :
2 Display Form: |5wrtchbuard IEI
Click OK. i Web Display Form:
Keep going... o Display Status Bar
-}-"« Document Window Options

() Owverlapping Windows

® Tabbed Documents

Display Docurmnent Tabs
Mavigation

[ | Display Mavigation Pane

' Navigation Options...

Ribbon and Toolbar Options

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Set a Form as the Startup Option
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)",,vo“ File->Options->Current Database
:} Reopen the Current Database e e s B . . R
The changes we just made will show up when you ' , — « B . ' i
reopen the database. Vom!| Owem 4 — ey 4
Al ACDEss Dbjeis ==

4. Try it: Confirm and Reopen the Database
You will be prompted to close and reopen the current
database for the options to take effect.

Click OK.
Close the database and Open it again.
Keep going...

mwmwma;uuuuu
i
{
i
|
i
I
i
ol
i
|
|
£
H

HEEE

You must close and reopen the current database for the specified option to take effect.

Sl "r

o A

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Set a Form as the Startup Option
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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.

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.

Close the database and Open it again.

Keep going...

File->Options->Current Database

B

TnThiven: DATA  EMTRRA TOSKE Thstanh bioh

Wrw Trturan

f p—

a Front Row Video

Today is | Wednesday, March 26, 2014]

Movies by Year

Customers

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Set a Form as the Startup Option
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Home->Views->View->Form View

S

[N ot R by

Designing for Users
In an earlier lesson, we used the Property Sheet to e o uriy
edit a couple of Form Properties: Tab Order and vt «nias s o fommamey 1

Cycle. The Property Sheet can also control whata ' el == 0 g

User can see or edit. In an earlier lesson, we also et : o Front Row Video
mentioned that Real Users get Real Mad when a :
Form does not act as expected.

i

Let's review the options and look for ways to make
our Form more effective.

TLLTL LI NL

1. Try it: Review the Form
Go to All Access Objects->Forms.
If needed, open a Form: Switchboard.

What Do You See? The Switchboard Form has
Record Selectors and Navigation Buttons. Since the g
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.
Record: M 1of1 Ll Mo Filter | [Search

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Edit Form Control Properties
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Form Design Tools->Design->Tools->Property Sheet

L f————— T
Controlling Form Properties W T o e s o e o
What happens when a User closes the Vou | Th
Switchboard in this Mighty Access Database?
How will she get back to work if the Navigation

abl| Ag 1 ¥ B 1l

Panel is hidden? As a database designer, you can =~ re § I | . .
be proactive and remove the Close Button. T : §F r{)nt Row V{id 80

|

Before You Begin: Change the View
The Switchboard Form is open in Form View.
Go to Home->Views->View->Design View.

LT L E I

Pecoes

2. Try it: Edit the Form Properties
Click on the Form Selector.
Go to the Property Sheet->All.

Edit the following Properties:
Auto Resize: Yes

Fit to Screen: Yes Auto Resize
Record Selectors: No . Fit to Screen
Navigation Buttons: No Border Style

" Auto Center

“‘ x
=
|
(R
L |
o

Scroll Bar: Neither Record Selectors

Control Box: No
Close Button: No
Min Max Buttons: None

Mavigation Buttons
Mavigation Caption

Moveable: No Dividing Lines

Save your changes. Scroll Bars
Control Box

Keep going... Close Button

Min Max Buttons

Moveable

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Edit Form Control Properties
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Home->View->Views->Form View

LG ' [r—— S N
Collapse the Ribbons T e T e v TE e R
The Ribbons allow Users full control of your e . Sl Srimad ot
Access Database. The Ribbons--Home, Create, Vom |_Cisnters e o S 3
External Data and Database Tools--have many ' - Lottt s Vi

functions that could damage the data if someone
doesn't know how to use them correctly. Some
actions have no "Undo."

3. Try This: Collapse the Ribbon
Right-click the Home Ribbon.
Select an Option: Collapse the Ribbon.

Havipatias Pass

Keep going...

FILE HOME CREATE EXTERMNAL DATA DATABASE TOOLS

Cut Ascending Selection ’_@
' H

Copy Descending Advanced =
View | Paste : Filter Refresh
- Format Painter Remowve Sort Teggle Filter All -
Views Clipboard Fa .

N _.El 5.wit{hb03fd\-"-. Add to chkAccessTuDlhar
. Customize Quick Access Toolbar...
F r Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Access Options (Quick Access Toolbar)
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Home->View->Views->Form View

B i [T —— ¥ a ®
5 A Simplified Form T::_‘ ChAN (TR BATA  BATMAAA TESUL isatert thcts - J)
? Thi . 4
4. What Do You See? This Form has - Front Row Video

been stripped of several Controls
including the Records Selector,
Navigation Buttons and Scroll Bars.

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.

FILE HOME CREATE EXTERMNAL DATA DATABASE TOOLS

s || Z3] Switchboard ",

That's good enough for now.

Front Row Vid

Today is | Wednesday, March 26, 2014]

Movies

Customers

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Access Options (Quick Access Toolbar)
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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.

You done good.
You get the cookie.

- %] o Vi
_ N ima |l Wi DATA DATARNM TOERY 4 AR AT
=7 [ e = = | #e= =]
| Ag Il S |
vor | T = | i | i
Al Acoess O s —
W
2 e | | b
3 mee — iFr nt Row Video
- : : :
¥
. .
=
.n; m
B i
= |
il
Bl
. .

Auto Center

Auto Resize

Fit to Screen Yes
Border Style Sizable
Record Selectors Mo
Mavigation Buttons Mo

Mavigation Caption

Dividing Lines Mo

Scroll Bars Meither

Control Box Mo

Close Button Mo

Min Max Buttons Monel =
Moveable Mo
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Practice Activity

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.

Microsoft Access 2013 Inermediate Page 204 of 281

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
Collapse

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



Access 2013: Designing for Users

rha:"ﬂ Dress Rehearsal: Testing Software
e

=
4
3

Intermediate Access Objectives gmm . o i s o s o

In this lesson, you will learn how to: 7 | [ o | 4 = = R y o ] | 2
1. Use the Property Sheet to troubleshoot ... .. ) T
Form errors. Al Access Objects @ = p e — T

2. Use the Query Tools to troubleshoot B ' [ Se]ich the Mbvies

several common programming errors. ' m

|

nnﬂg"ll.: U u

I?_El Smtchbnardi == Mu:uvies.-."'-.._ '“
Movies 3
Movie Year Rating 2
4 0 [#Name? 2010/ R
2| |[#MName? 2012{|r
© 2014 Comma Productions, LLC ] 3|[#Mame? 2011 |r
4| |#Mame? 2011 P13
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,:::e Lesson 8 : Dress Rehearsal Software Testing

Form Design Tools->Design Ribbon

=
4
3

1. Readlngs E.El Logo DD e L2 Subform in New Window
Read Lesson 8 in the Intermediate Access = DI:I= 2 e

uide, page 205-219. [ Title 57! View Code
guide. pag Add Existing Property  Tab

. F.;'};.Date and Time Fields Sheet  Order %Convert Farm's Macros to Visual Basic

Project
A sample query to test errors. Header / Footer lJ Tools
Downloads Menu Maps

FrontRowVideo Int8.accdb

From the Form Design Tools->Design Ribbon
1. Design->Tools->Property Sheet, page 209

2. Practice

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 Access database
doesn't work, at least it won’t keep the customers waiting.

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 2013: Example of a Form with an error

[ [ ) i Fogng R Yo T et (8 LY

i
[ [PPSR oy [ s it - ]
=R ’ = | Lo s —
Fal B Teen- — " A

o :__1 L | A (- g, [ " 1l ) - | T st s |.: £ rm il

- e T Chate i T Fardiy | SR | e P Cit P e e Wl R

. - .
Al Acgess Obyecis

—

Tibbey """"""""""""::::::::::':::::::::::I:::::::::::::: """""
3 atings w ik Henre::

=

Invalid Control Property: Control Source

i
i

E | - No Such Field in the Field List ORI

E i 'J ) : j Edit the Control's Control Source Property

i_' p s Edit the Form's Record Source Property

e - i HeponThisEror

-:w- \gnoreErer

are : _ Error Checking Options... foorrre
) . HHEtIHg
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r;,,'a Start -> Microsoft Access 2013
5 Before You Begin A T e - P e N
Before You Begin: Open the Sample Database von s B T S
Go to Start -> Microsoft Access 2013. B e e T P z
Access will prompt you to open a database. e .
This lesson uses the database that was programmed in =% e Fro 1 SECURITY WARNING Some active content has been disabled.
the previous lesson. You can continue with the same 3 s ’ =
database if you wish. S A| | Access O bJ ects ® «
The FrontRowVideo Int8.accdb database has: jrp— _— | P
Five Tables: tbICustomers, tbiIGenre, tbIMovies, : B
: : Tables £ |a
tbIMovieSearch and tbIRating. ; st
= . ﬁ tblCustomers
Six Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ, MovieSQ,, T v B thiGenre
MovieSearchSQ and RatingSearchSQ. - EH tbiMovies
Four Forms: Customers, Movies, MovieSearch and Bl tbIMovieSearch
MovieSearchSubform.
EH tbiRating
Two Reports: Movies by Year, Customer Name. Quenes *
@ CustomerHomePhones0
Keep going... B CustomerNamesQ
Memo to Self: Click Enable Content if you see the BH MoviesByrearsQ
Security Warning.  MovieSearchsQ
B MoviessQ
'==J_:| Rating5earchs0

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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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: Movie.

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

g EH

N
Aa] Moo

—

Chlaf Pl BATA

Eainiak TS | DM

sbl| Ag (= i L R 1l B

Vew | T [ty | )

All Acoess Dbpets

foue |:u?|§

i d

"EFIRTTLEL L

ll_;uinlkl

1]

] [ e p—"

= | i
] T

7 Dt e Tt

— ey

- - Vurw C ok

i by Pty Tl

Py | | G S it Vs M st R

= Property Sheet
e v Vo e

s

e

T e

v
Tiatunt bioky

Foemat | Dutn | feret | O 48

e
s Ly
St

Mmriej l
: |

T s
o
Tt Pt

Property Sheet

Selection type: Text Box

Movie

W
Format| Data | Event | Other | Al
MName Movie
Control Source

Format MovielD
Decimal Places

Visible

Text Format

Datasheet Caption
S5how Date Picker
Width

Height

Top

Left

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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7y ke

hreg Form Design Tools ->Design->Views->View
[ T i Fopnt B Vst et P e A v A =
= ] Chlaf inTiivan BATA Btk 1o s [ L2 T it [
Misspell the Control Source ) e siew | m Bl R
2. Try it: Spell the Name Wrong | e WA TR EUE N E T o | s [ B 2 R
The Movie Control is still selected. E— .
Go to the Property Sheet. A Aocess Obgeats ®° T o1 Property Sheet .
Rename the Control Source (type): Movies. e ;1 e T T T e =
(It does not MATCH any Field in the Table.) - _ '““-'SJ ‘ l ‘ - T
Keep going... ;m '-,' : T - o ",;:;
# e
¥ iy A
:F u
Property Sheet ol
Selection type: Text Box e i
Movie W
Format| Data | Event | Other | Al fim 2
MName Mavie A~
Control Source Movies [y == | h
Format MovielD
Decimal Places Movie
Visible Year
Text Format Rating
Datasheet Caption Genre
Show Date Picker .Sf.ar.,s_“.
Width 1.7083"
Height 0.1979"
Top 0.0417"
Left 0.7083"

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Edit Form Control Properties
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T
rh::: Form Design Tools ->Design->Views->View

B E e i [——— T A =
The Screen Test Ry b e TR T | R
3. Try This, Now: Change the View oo ot e (et R Juia e | . S
Go to Form Design Tools ->Design->Views. o - s = A
Select a View: Form View. All Access Objects @ = Jr.;s“"r s

-::; ovies [
What Do You See? There is an error on the Form: E : L et -
#Name? Microsoft Access cannot match the name 3 | 3
of the Control Source in the Property Sheet with the = - ~ -
Field in tbIMovies. # 5]

= o= v
Do This, Now: Correct the Error ke | —m :
Go to Form Design Tools ->Design->Views. o ] [ e “]
Select a View: Form View. B s ] o d

e -

- | —= ==
Select the Movie Control. :! [, SiEhias { A Waes
Go to the Property Sheet. an .
Select the Control Source: Movie. ! Movies
Save your changes. I
Test the Form in Form View, again. Movie Year Rating
Done and done. Close the Form. » ‘ ml#Name? H 2010' ‘R El

2| [#Name? 2012||R w
| = 202 ;
| 3[[#Name? | 2011][R [v]
[ 4][eName? | 2011|/pG13 vl

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Edit Form Control Properties
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r,,,:: Query Design Tools ->Design->Results->Run
E B EHS & S v o s s
] ge TL ] InTliveny BATA BATaRa TS -t [
:} Common Query Errors T T S T T =, D
There are several common Query errors. Each o | B e et U o e O e T D e SR 1
mistake has it a different error message. The baven Sy e omte
All Acoess Objects = ARG Syt ._ Property Sheet

following pages will look at two Query mistakes:
punctuation and spelling.

L L

]

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 tbiCustomer.

Double click to select the following Fields:
CustomerID

FirstName

LastName

FullName: [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
tblCustomer. The two quotes have a space
between them.

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query : Edit Queries
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What Do You See? Microsoft Access will alert you
that this expression is missing a closing parenthesis,
bracket or vertical bar.

r"’-‘“ﬂa Query Design Tools ->Design
gE s oo e e il
Match Match Match T ol 21 B b |ty T [T & G
The concatenation should have two brackets o | B e et o e O e T D e
surrounding a Field. For example: [LastName]. What =~ = o —
happens if they do not match? A5 Acvess Cpects I
- -
2. Try it: Type a Mistake - i
Right click the FullName Field and Zoom to see the 2 S
code. Please edit the expression as follows: koo . —
¥ e
¥ ¥
Delete the last bracket. -t =
Type a brace: } B i
W o [T —. [rre— Ladbimns Ftame Puribia 5
Click OK to close the Zoom Window. When you R e e — ;
return to the Query, click Tab on the keyboard. This o -
will prompt Access to proof the expression. f .
Barpet, +
- s
B o

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.

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query : Edit Queries
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Thre, Query Design Tools ->Design->Results->Run
LI #i S [———
Spelling Counts T o e < 5 B =
3. Try it: Spell the Field Name Wrong e e | B ettt e O e T D e R 3
Right click the FullName Field and Zoom to see the tavm L - s ;
code. Please edit the expression as follows: e - Property Sheet
Tanben . s ) [Fulame: [Firsthame | &.” " B [Last Name] = | = T
Delete the last brace: } - e = —
Type a bracket: ] :*-; . e sy
Edit the Field Name. Type: Last Name e —
B retimrmmtns St
Click OK to close the Zoom Window. You should # o - v [t
return to the Query. -
-
k2 -
Try This, Too: Run the Query form o o, Pt hd e
Go to Query Design Tools ->Design->Results @ 2 = %

Click on Run.

HilEEa

What Do You See? Microsoft Access will ask you to
Enter Parameter Value for Last Name. This means
that the database could not find Field for Last Name
in tblICustomers. The Table has a Field for
LastName. They do not match.

Last Name

Click Cancel.

OK. OK. That's enough error testing for now. Close
the sample Select Query without saving.

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query : Edit Queries
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Who Should Do the Testing?

All good software should be tested by real Users.
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.

Sample Error: The name of the Form is spelled wrong in the Macro. It should be Movies.

S

:
MW o

i), BATA

BT TESA

Warm

W Lo

Al Acgess Obpegts 8 =

e

K
(1

UUUI-IUE

il

FLE LR LR

'.jf-'...'.

[uuans

I
H

v

Ti %
T

T

Ty

Ml i ¥
& B D
aa- M e

[

“plirg

[

o mam, e A e

LA e T

i Raplan
s Ta

FETT T

e

. a Front Row Video

The form name "Movie' s misspelled or refers to a form that doesn't exist.

tsanars vt - JY

o If the invalid form name is in a macro, an Action Failed dialog box will display the macro name and the macro’s arguments after you click OK. Open the

Macro window, and enter the correct form name.
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E Ta
rh,:: Sample Error: The name of the Control Source is spelled wrong in the Combo Box Properties
5 Errors Are Not Failures E :]-u;u:u i inThieas BATA  BWiRRA ToSL uj l.;.ws\mu- :n.m I —— . : Tisas tehy l
The reason you are testing the software is to Vo | T [0 20 A w L ! H B P
discover the weakness in your database. ; . waan s -
Alll Access Objects @ « [0 f=momae [ Sl T Property Sheet ¥
Errors are not failures. raie fremma — —— R
3 - | edroh the Movies e
Sometimes Users navigate in ways you did not - m,}ﬁ . . | . . e T -
expect and your software simply wasn’t designed 3 ‘ : —
to take that pathway. You can respond by blocking =77 =g T e N ] i
that step, or making it better if it helps your Users ¥ - s e oy Friieies ] —h— "
get the job done. : . I v sy e —— e
5 u o nat = :
himem L i Wk e Marmad
- ; Jst—— o e
s # Detail
T vertras

weju

Invalid Control Property: Control Source

Mo Such Field in the Field List SRR L

Edit the Control's Control Source Property

Edit the Form's Record Source Property

- Help on This Error

Ignaore Error

Error Checking Options... i
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Min Max Buttons
Moveable
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Both Enabled
Mo

?z::: Property Sheet Settings for a Sample Form
TR . r—— ———— ]
What Is Success? =1 TN — e = [ .
Users come to your software tests expecting v | T [ | M A & U 1 e | S T EVhenco
software that works as well as any other Windows - .
program_ :h:\x cess Objects & = |3 _.v.,‘. i _] uuuuu .- .i"m.-ml”i- -
I;." 1 :\. B [sedrch the Movies =
We all learn to expect certain behaviors from the 2 . M% -
computer. An “X” can mean “exit” or close. It can 3 | o8 St v
also mean, “Don’t do that.” If you use “X” as “X o - Lo ST il e
marks the spot!” you will confuse your users. Thisis = ezl e pe
not what they assume when they click on the “X” e X , et
symbol. 5 v o e
-4 . -
B o Fager g
= s
e - ?amw
i
Auto Center Mo
Auto Resize Yes
Fit to Screen Yes
Border Style Sizable
Record Selectors Yes
Mavigation Buttons
Mavigation Caption Mo
Dividing Lines Mo
Scroll Bars Bath
Control Box Yes
Close Button Yes
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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.

Sample Access Database Form

@ =

]

A LLLLEL TR LY

il

[Ri

Eﬁ;.}.lu_‘m
|

CRlaf DTl DATA  DATARA TGS BATARERT

Y tltsmaing T Lanctom - T mMes X Tewh n ¥ Raglaan
A Loy 1] iy ™ i+ . o iy * f Fa-
tan Rabursh = [
s lemaveton T Toggefltms 5. ™ ey felen1

e

Name: Click here to enter text.
Com puter Name:
O perating System: Choose an item.

Applications Open at the Time of the incident:

Microsoft Access 2013 Inermediate Page 218 of 281
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Threg B e cun o oomsios s %
ol b i o el [ T ol R P -
- 4 gl VR, SN b Edsssr | T Gt T E AT DR
Summary r— = :
The purpose of software testing is to create a better e S  Soacch the Movies
User experience. This lesson mocked up a couple of - E‘q
common programming mistakes and looked at the 3w ‘ :
different errors. = I s 5 =
Troubleshooting database errors can be frustrating EM . 1 . i T— l —
when you don't see the mistakes right away, but there = . K ——— -
is nothing difficult. ; . - e —————_— e
Allez Allez in free. 3. o e e reney
You done good. — W MO m o
Rating G :l Genre Family :l
MovieSearchSubform
MovielD - Movie -T | Rating -t Genre -
39 Anna to the Infinite Power [1983) G Family
48 Babe (1995) G Family
124 Finding Nemo (2003) G Family
149 Grass Harp, The (1995) G Family
169 Homeward Bound: The Incredible Journey (199: & Family
177 How the Grinch 5tole Christmas (2000) G Family
181 Hunchback of Notre Dame, The (1996) G Family
201 Jungle Book, The (1994) G Family
210 Last Unicorn, The (2004} G Family
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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

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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Access 2013: One to Many in Report Design

Report Totals

Intermediate Access Objectives e o
In this lesson, you will learn how to: = | [A] - | Ao . s B et
1. Use the Report Wizard to create a Report based .. ... *= . e Pt | ™ R e Wt b |
on a Select Query_ A :1, cess Objects ® '7 ] l -.-ajum-l- Property 51 .
2. Add Totals for each Group of Records. -pe— i B—m= .
3. Add Totals to the Report Footer. 3 : B w Somtoon " g
': i '\.. Page & [Pagel & o - B¢ :::-' ) ‘;“
5 o :

© 2014 Comma Productions, LLC
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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.gif, popcorn2.gif,
popcorn3.qif, popcorn4.qif, movies1.qif

BBL Int ver9.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.gif, Lunch2.gif, Lunch3.qif,

Lunch4.qif

2. Practice
Do the Practice Activity on page 249.

3. Assessment
Review the Test questions on page 250.

LW Lesson 9 : Report Totals

Report Design Tools->Design Ribbon

j @ HCDIurS* '._ 2 Totals ~

View | Themes [alpqnts~ | GIOUP i3 Hide Details
- - . &Sﬂrt

2) Y
Menu Maps

From the Create Ribbon
1. Create->Reports->Report Wizard, page 230

5 @bl Aa =] [7] €3

i] il Controls

Wiews Themes Grouping & Totals

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

@i _STAR.WARS
i 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.

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

‘ ] Switchboard”'v il Movies by Genr{;"--.,
E h,

Biography
The Social Network (2010)
Count of Movies by Genre 1
Comedy

50/50 (2011)
About a Boy (2002)

Air America (1990) 1990¥R
Big Trouble {2002) 2002 PG
Cocoon (1985) 1985 PG13
Corpse Bride (2006) 2006 PG13
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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.

Example of a Calculated Control in a Microsoft Office Access Report

a3 =

=L B8

I

Property Sheet
Selection type: Text Box

ReportTotalsGenre ¥

Format| Data | Event | Other |  All

Mame ReportTotalsGenre
Control Source =Count{[Genre])
Format

Decimal Places Auto

Visible Yes

Text Format Plain Text

Microsoft Access 2013 Inermediate Page 224 of 281

S



=
4
3

Ta k.
L]
Ong

Before You Begin

Before You Begin: Open the Sample Database
Go to Start -> Microsoft Access 2013.

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, tbiIGenre, 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.

Start -> Microsoft Access 2013

-

N -

B ATUMTTY Skt T et (e b Db bl [y bs s et

- [ F ———

Havapalnm Fase

b,

v - AW
R

Tl BATA  EsLRRA TOSRE

Irsdes Costerg 1

Fememd Memcas Vel n

SECURITY WARMING Some active content has been disabled. Click for more details.

Mavigation Pane

=2] Switchboard k

Front Row Video

Today is | Friday, March 28, 2D14|

Customers

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Still Before You Begin

The best place to start is to review the data. A
Report is only as good as the information in
the Table or Query.

1. Try it: Review the Query

Go to All Access Objects->Queries.
Select a Query: MovieSQ.

Go to Home->Views->View.

Select a View: Design View.

What Do You See? There are five Fields
selected from tbIMovies:

MovielD
Year
Movie
Rating
Genre
Keep going... Field:
Table:
Sort:
Show:
Criteria:
or:

Home->Views->View->Design View

o T T e R Wbt ' o
_ e T nTiivems BATA  BWTakicd TEsRs [ Tigotn bt l
=== - = - — = emiloss T e Gk " = B e
! | #l 1 L. p e
1 K, Thrmagh v | e e i
Vem  Bur feec Mk dgemd Upedst Crevdsh: Grivie = . Tensin Pmsmaten
- Tatle B D Sl | pga, . i W e B
- ]
Al Access Objects ® = | 3 tmtomes {5 o
e, . vn iy
Pk N | e
¥ iy Fe——
e ]
e Coplle

— Palry

=

3

¥ —

E N ] L [ - .

F i B ki il EBlerr Tkt b

= . e e dy

- T r) - ) - )

...... i

| -

et

L]

a4

MovielDr Year kMovie Rating Genre
tbiMovies tbiMovies tbiMovies tbiMovies tbiMovies
Descending Ascending

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query : Modify a Query
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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

Fagar R Watn

@E e

B s o oveanats el o
b( e X T $1 Bprmeaing
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: _ o S
Switchboard [ = MoviessQ \
MovielD - Year - Movie

. 70 2003 Cheaper by the Dozen (2003)
. 79 2003 Cold Mountain (2003)
. 91 2003 Divorce, Le (2003)

. 96 2003 Dreamcatcher (2003)
. 97 2003 Dreamers, The (2003}
. 124 2003 Finding Nemo (2003)
. 130 2003 Freaky Friday (2003)

146 2003 Gods and Generals {2003)
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Opg Home->View->Views->Design View

8=

Edit the Query Criteria i TR
This Report is supposed to Group and Total On = s s s sores b cois e -
the Genre. We can add a Criteria to the Genre

Field that filters out all of the ones have a no -

value: they are Null. Tabden

¥ Wlpwry
ke

Before You Begin: Change the View
Go to Home->View->Views.
Select a View: Design View.

|

i
¥
*

3. Try it: Edit the Query Criteria
Go to the Genre Criteria. : ;
Type: Is Not Null - N

HMEwesRBTOODEaE

Keep going...

[ s
bikderr

FFE™

Field: | MovielD Year
Table: |tbIMovies tbiMovies
Sort: Descending
Show:
Criteria:
or:

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query : Modify a Query (Edit Criteria)

PMovie Rating Genre
thiMovies tbiMovies tbiMovies
Ascending

Is Mot Mull
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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

B E

_ caN  CEAR  (iTRead DATA  DATRRAE TOSKE
b’ T

tan

|

‘-f_l*h\hﬁﬂs'll.:...

"
R

s

i EE{.AI.E.J.‘LJ{_

$] Mermaing T atecim - e B TR -

e B e I iy # P

2001 Harry Potter and the Sorcerer's Stone (2001) PG

160
192 2001 Iris (2001) R
207 2001 K-PAX (2001) PG
215 2001 Lord of the Rings: The Fellowship of the Ring PG13
271 2001 Pearl Harbor (2001) PG13
279 2001 Planet of the Apes (2001) PG
325 2001 Shrek (2001) G
Record: M Tof374d | ¥ H # Mo Filter | |Search
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O::° Create->Reports->Report Wizard
E L ‘ . ’
:} Begin the Report Wizard FBET T IE T el el 1 Tl e ez R
The following pages will walk through the Report gt | 1 Lo Dt | ooy Qo | b b et D |ttt et St SO
Wizard. Please note the steps that include Sorting, temsser . sarie (R——— 1
Grouping and Totals. e

After we complete the Wizard, we will edit the
Report in Design View and make a few changes.

FETET u;‘f

: m—— B 3 : Which fields do you want on your repart?
1. Try This: Begin the Report Wizard ]: R ' :
Go to Create->Reports->Report Wizard. rp— £ S== You can choose from more than one table or query.
The Wizard will prompt your through the steps to ;_m E T
design a Report. B o

- Tables/Queries
Try This, Now: Choose a Record Source ;‘ : . -
Select a Query: MovieSQ. =" (Query: MoviesSQ L]
All of the Available Fields are selected except the - Available Fields: celected Fields:
MovielD. .. - B

MovielD Year
Click Next. Mavie
Rating

Keep going... Genre

< Back Mext = Finish

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report : Create New Reports (Report Wizard)
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Create->Reports->Report Wizard

B ®e . Fgon R Wt »
Report Wizard: Grouping B e e =
Grouping lets you represent one-to-many. In this feglint | St 12k Smbiia | Sy D | o P Mok e | el aa I iy
Report, one Genre has many Movies. St i Coma e 2
Al Access Objects @ = | 5 === F
2. Try it: Select the Grouping A
Select a Grouping Level: Genre. 3 -
- )
What Do You See? The Genre will be placed in a Sovte w B e Ce
separate Group Header on the Report. ; S i nre
. T
Click Next. ;._,.,. Year, Movie, Rating
[ ——
P Year
Keep going... o Movie
K LE =1
- =1
iy
S +
Priority
¥
Grouping Options ... Cancel ‘ ‘ < Back Mext = ’ Einish

Exam 77-424: Microsoft Access 2013
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o::“ Create->Reports->Report Wizard
:} Report Wizard: Sorting NPT CE R e e e

A Report can Sort by more than one Field. Ao | o e Dot | Qo oy b Bt SRt e S S

3. Try it: Select the Sorting e A 3

First Sort: Movie. o

Sort: Ascending. 3
= What sort order and summary information do you want for detail records?

What Do You See? The Fields can be sorted e

Ascending or Descending if you wish. ; e ¥ou can sort records by up to four fields, in either
e Jr— ascending or descending order.
B irivae

Keep going... T
3 o 1 |Movie ’Tﬂgl
L3 | v] | As=
: R

. i | ™ Ascending

= I Sl I |
g
g
B e

’ ‘ Ascending

l Ascending

I

Summary Options ...

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Sort Data

Microsoft Access 2013 Inermediate Page 232 of 281



E -
o::“ Create->Reports->Report Wizard
:} Report Wizard: Layout 'S 60 GBS O——BE i R
4. Try it: Select the Layout Options gt | 1 Lo Bt | Gy Gy |t Bt | ettt e g
Layout: Stepped e o _ e . G 4
Orientation: Portrait et o Bl
Keep going... E -
i . How would you like to lay out your report?

- Layout — Orientation  —
3 e (@ Portrait

F s et

e (_)Landscape

b |

<fo )

- () Dutline A

3 .- A

mImrrmmrrmrmmTrmnTrm

Adjust the field width so all fields fit on
a page.

Exam 77-424: Microsoft Access 2013
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0:? Create->Reports->Report Wizard
g EH % . —_——- .
Report Wizard: Title e =%
5. Try it: Finish the Report Wizard gt Tt St | Oy Gy | ot Bt CI |t e e B e B
Enter the Title: Movies by Genre. i Fanipyin 5
Preview the report. ARSI O
Click Finish. =
- - "
So, turn the page and let's see what we got. b What title do you want for your report?
; . |Movies by Genre
- —
B i

3 -
= I
b 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.

() Modify the report's design.

pa

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report : Create New Reports (Report Wizard)
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Report Wizard: Print Preview
6. Try it: Review the Print Preview
The Report Wizard is finished and the Report is

open in Print Preview.

Create->Reports->Report Wizard

g or R Wit
= FaRe Mo =i B
Pord | R Sl o fka Gy | P Larcicopr Colerees Fagr | fowen  Ben | Tem  Mew Dae Tesd  FOF  Deadl Mloey  Closs Pund

B . g N T —— [y [
NP [, Fee—r] (- yr——re—
—
Tabie

Movies by Genre

What Do You See? The Report, Movies by
Genre, is grouped by Genre and sorted by the

Movie within each Group.

Movies by Genre

The next step is to review the Groups in Design
View and add Totals to the Group.

Genre Movie
Action
21 Jump Street (2011)
Batman Begins (2005)
Bourne Ultimatum, The (2007)
Kick-Ass (2010}
Kill Bill: vol. 1 {20033)
Rise of the Planet of the Apes (2011)
Scott Pilgrim vs. the World
Sherlock Holmes: A Game of Shadows (2011}

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.5 Print and Export a Database: Print Reports
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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

L) i

Y. =

:*| % Switchhn:narci i B Movies by Genre;

S T

5 # Report Header

# Report Footer

Exam 77-424: Microsoft Access 2013

5.0 Create Reports
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o;:’ Report Design Tools ->Design-> Grouping and Totals->Group &Sort
[ =] Pe—— S
Grouping and Totals ;--_:Iq‘ d:l. Tl DATA  GIARid TOSRE | DM MJI. aennant Idn--_u._.- ‘ - i o :: [ l
This Report has a Group Header. There isone = =i o s =il Aa L - S ot bty 10 T
Field: Genre. Group Totals are placed in the . kb e o . - 2
Group Footer. Here are the steps to show or Al Access Objects @ = |73 s ; 2] Propety Sheet -
hide the Group Footer. Tatie [T o
3 Mavies ?}'Genrv | | | | Powmat] Eatin | Weven [ | 43

2. Try it: Add the Group Footer S R ;
The Report, Movies by Genre, is still open in .

§
§

. E Tatals

Design View and the Report Design Tools are ¥ .
available. .. : Vi Th G e _

o i 1ew emes [A]Fonts ~ TAUP 17 Hide Details
Go to Report Design Tools ->Design. — - " & Sort

Go to Grouping and Totals. Farma .' Wiews Themes Grouping & Totals
Click on Group & Sort. | omlimariane

[T
=

What Do You See? A new pane, Group, Sort "
and Total will open at the bottom.

Group On: Genre. I 4 T .

Sort by: Movie. Group, Sort, and Total

Keep going... ! Group on Genre ¥ with A ontop ™ . More &

L— Sort by Movie

L I}; Add a group %l Add a sort

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Group Data by Fields
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O:,:° Report Design Tools ->Design-> Grouping and Totals->Group &Sort
:’ Add the Group Footer e e [ e
Our Report is Grouped on Genre. It is the first Vo | o [t | B s [ i Aa = ] - ..'::'.“;;-: | iy 1 Qe L
Grouping in the Group, Sort and Total box atthe == e | i e 3
bottom of this Report in Design View. AR Aooess Ubgects @ 1 ; |

3. Try it: Add the Group Footer
Go to Group, Sort and Total.
Select a Group: Genre.

Click on More.

i

T TTTREL g e

i

What Do You See? A library of options will drop
down for the Grouping and Totals.

Select a Footer: With a Footer Section.
What Else Do You See? There should be another :m ' "'“';:_“ m e e B o e e e L -
Section in the Report under the Detail Section: 4 fagroep 11 &
Genre Footer. -
\ —
Nice. Keep going... Group, Sort, and Total

. Group on Genre ™ with Aontop ™ . by entire value ™ . with no totals ™ . with title click to add,

with a header section ™ . with a footer section ¥ . do not keep group together on one page ¥ . Less 4

L_ Sort by Movie with a footer section
: without a footer section

L I}; Add a group Z4 Add a sort

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Insert Headers and Footers
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o;:’ Report Design Tools ->Design-> Grouping and Totals->Group &Sort
- S Toaung B e S E i LA ¥ A ®
Add a Calculated Control — -—:Iull ;- INTHM DATA  DATARG TOXS | RN MJI. Smnant un._u_.- A e :: Ve oty + J
Our goal is to add Totals for each Group as o | T [y | S it [ oA = i o a2 = R o et
well as for the entire Report. Basically, a Total =~ - . e i 2 . - 4
is a Text Box that has an expression instead of " “re e = - : ; ; . 5 Property Sheet -

a Control Source. Pabien

It is a Calculated Control: An Expression that S ey I T T T T T
Counts the Records in each Group. B oy e

4. Try it: Create a Calculated Control ; - .
Go to Group, Sort and Total. A . :
Select a Group: Genre. F e . we L R
Edit the Totals as follows: 3
Total on: Genre. = -
Type: Count Values - e T £
Show subtotal in Group Footer. e ——— T e

L] roep 11 Add @ pont

4

Keep going... T s P e e T
Group, Sort, and Total
Totals

.| Group on Genre ¥ with Aontop ™ . by entirevalue ™ . with Genre totale
: Total On  ||genre W

with a header section ™ . with a footer section ™ . do not keep group tc

L Sort by Movie Type | Count Values v
i [= Add a arou %l Add a sort [ ] show Grand Total
g p |:| Show group subtotal as % of Grand Total

|:| Show subtotal in group header

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Add Calculated Fields (Totals)
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Preview the Group Totals

5. Try it: Preview the Group Totals

Go to Report Design Tools ->Design->Views.
Select a View: Print Preview.

What Do You See? The Count for each Genre is
calculated in the Genre Footer.

In the example on this page, the Genre is Biography
and the Count is 1.

Keep going...let's take a look at this.

Report Design Tools ->Design->Views-> View->Print Preview

e g Fognt: R Wit

& 0O = mibEE2E B
Pard Br M Gty | P Lepr Colereen Pagr | fve | Gee Ten M Imel Tesk  POF  Iesadl Moy Clhowe Pond
. - . _— P - n.,. r..p Fagpr - Py TP - [ S,
ANl Access Objeqts @ = || tsseees TH Sov by e

e Maovies by Genre

::: e & L e L
Biography

The Social Metwork (2010}
1

Comedy

50/50 (2011)

About a Boy (2002)

Air America (19590)

Big Trouble {2002}

Cocoon (1985)

Corpse Bride (2006)

Divine Secrets of the Ya-Ya Sisterhood (2002)

Exam 77-424: Microsoft Access 2013
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Review the Totals for the Group
The previous page shows what the Calculated
Control looks like in Print Preview, as a User would
see it. What does it look like to a Programmer, in
Design View?

Before You Begin: Change the View

Close the Print Preview, please.

When you close the Print Preview, the Report
should be open in Design View, as shown.

6. Try it: Review the Totals in Group Footer
This Control is an expression that Counts in Genre.
It can be found in the Group Footer.

Go to the Genre Footer.
Select the Calculated Control:
=Count([Genre])

Where Count is the function,
[Genre] is the Field from MovieSQ.

Keep going...

Exam 77-424

Home->View->Views->Design View

g e Vg B othes TR [t ORI v A x

= | [E] Scon- Tt — = 5 B - "

Maovies by Genre

wme | #F Report Header

F
¥

HMGewBRBTEDEEaE

|=an{}
# Report Footer

. Microsoft Access 2013

5.0 Create Reports
5.3 Format a Report: Add Calculated Fields (Totals)

Microsoft Access 2013 Inermediate Page 241 of 281



unm

Review the Control Property -

7. Try it: Review the Property Sheet

The Calculated Control is still selected. =
Go to Report Design Tools ->Design->Tools.

Select a Tool: Property Sheet.

What Do You See? The Property Sheet shows:

Selection Type: Text Box.
Name: AccessTotalsGenre
Control Source: =Count([Genre]).

Keep going...

Report Design Tools ->Design->Tools->Property Sheet

@ E % Vo s s R P PO t =8N
I ces  cman GveasnaTa DATAA TOGR | DERN | AR RORMAT RSN st it + Y
= R — -~ _- B w s
,_,,.] Ecsion- | UEF teee- v T, w ] = Loye | _! aj
Vew | T [ty | O 5 e Bt | stl| Aa = o L W e i iy IR To DT
. - = P Mgy 0 Dt el T Vokdy || Guger S Dt Mgt ok i b Vil —
s pr— ) e W
; = I [y rre——— "o
Al ACoess Objedis = - ; = Property Shept

= | T T T s
= Beeet | OO 4

—y preeT— s n
3 all ;:-:I‘H-n [N

S T et

ke o

P e

’ [ -

8 e . Property Sheet *
b . prs Selection type: Text Box

A ctemn '

- ﬁ e |AccessTntaIsGenre IE”

yé N Y \Format| Data | Event | Other | All |
i MName AccessTotalsGenre 'Y
Control Source =Count([Genre])
Format
Decimal Places Auto
Visible Yes
Text Format Plain Text
Datasheet Caption
Width 1.4583"
Height 0.2188"
Top 0.0035"
Left 0.25"

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Add Calculated Fields (Totals)
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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.

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

) Vo B oo S D P ¥ 4 %
2] Moo sl Aa ml ol t b 3 = v e
Vew | Voo [y | S e frdets - Tk
- e T Camen s bz e
- L e 8
T o, S
3 . =
3 Maovies By '-'?l:ﬁnrvl | ] ] I
| # Genre Header

iGenre

I*

|

=

T TTT LTI LEE
B 5 H
&

Property Sheet

Selection type: Label

The Label has an exclamation point. GenreTotallabel LY
This alert says that the Label is not
Associated with a Control. You can Format| Data | Event | Other | All
bind it to the AccessTotalGenre.
Mame GenreTotallabel ~
Caption Count of Movies by Genre
Visible Yes
Width ry
Height 0.2188"
Top o
Left 0.125"

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Add Unbound Fields (Label)
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Preview the Results
9. Try it: Preview the Report

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

Select a View: Print Preview.

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.

Keep going...Let's add a Total for the Report.

Report Design Tools ->Design->Views-> View->Print Preview

ul = : Fogent B Wi

= Y ,:»-.\ -'m“ E

Pord | B M B Sy | P g ot P Do : e bt Tmt
- oy Pagm - &

[ i 11} 3 i ]

A

Tabi

3 Docmantary

= Wmrraw

e “

¥

, JEEE Dy

B bt Documentary

i

T it

Count of Movies by Genre

Drama

Exam 77-424: Microsoft Access 2013
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Along Came a Spider (2001)
Believers, The (1987)
Hurricane (1999)

Women in Film {2001}

127 Hours {2010)

A Separation (2011}
Accidental Tourist (1988)
Affliction (1997)

After Dark, My Sweet [1990)
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o;:" Report Design Tools ->Design->Tools->Property Sheet
gu s pr— S
Edlt the Report Footer ;-_.‘.’. ,_. IoThims aTA  Gllabid TemE | DR MJI. — u.._.:r . n B i . |
Each Group has a separate Footer. We added = =i e cieis 0 7 Aa o L | e e St 1 DU i
a Calculated Control to the Group Footer to - . wadr o . . 1
Count the Records in that Group. The Report " Areess bl = - e Progerty Sheet .
Totals are added to the Report Footer. Here Tabion R | ——
are the steps. - . Movies by Genre | | | | romat]| Zotn | Beeen [ e | 4
> R
Before You Begin: Change the View  wrey fiemm . . . i i i it o N
Close the Print Preview, please. The Report —— P _ I = =
should be open in Design View. . . = e e o
¥ - e o 1 o
1. Try it: Edit the Report Footer 3 ronve ST,
Select the Report Footer. - e I o
Edit the Following Property: . A e
Height: 0.5" e Property Sheet %

- B addagrowp 1 addaon Selection type: Section
| - .

What Do You See? There should be a Report
Footer at the bottom.

ReportFooter W

Format| Data | Event | Other | Al

Keep going... Mame ReportFooter
Visible Yes
Height 0.5"
EBack Color EBackground 1
Special Effect Flat
Auto Height Mo
Can Grow Ma
Can Shrink Mo
Display When Always

Exam 77-424: Microsoft Access 2013
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o;:’ Report Design Tools ->Design->Controls->Text Box
E [ = [y - SEICHT DOl PO v 4 =
:} Add a Text Box to the Footer =~ MW 7 = wmwe s s s wow L A e
A Calculated Control is a Text Box with an o | | i [ Aa [= e L] W st | P T ST i
Expression for the Control Source. - __ e v L - 2
2. Try it: Add a Text Box to the Footer B e ' H e - T : T T : s
Movies by Genre is still open in Design View. S B T - i
Go to Report Design Tools ->Design. z s = " .
Select a Control: Text Box. = - - ™
Click in the Report Footer. ¥ Il S
Draw a Text Box. — | : - sty
P o ko Seapret
B ity ‘h-n- iy Labd

What Do You See? There should be a new,
unbound Control in the Report Footer.

Keep going...

niignu_idi‘h

Exam 77-424: Microsoft Access 2013
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o;:’ Report Design Tools ->Design->Tools->Property Sheet
S P——— T Rx
Edit the Text BOX Properties ;-:{;‘:. n;n..lg..:n..m [N u.\-)f. mi | pEleM mm fmnant nru}a._r > — st bhod
3. Try it: Edit the Text Box Properties o | | e (01 2 A2
The unbound Text Box is still selected. e st PVOPETTY ShEEt 3
Edit the following Properties: AR Aocess Cngects ¥ 21 i Selection type: Text Box
Name: ReportTotalsGenre e C
Control Source: =Count([Genre]) 5 & ) ReportTotalsGenre v
2 o - Al
Try This, Too: Edit the Label 3 5 Foomol | Data | Event | Othex
Select the Text Box Label. ¥ . MName ReportTotalsGenre P
Edit the following Properties: 5 sn ¥ v Control Source =Count([Genre])
Name.: ReportTotalsLabel. : e Format -
Label: Total Count by Genre. = T — Tt
Visible Yes
What Do You See? This Calculated Control looks - Text Format Plain Text

likes it is ready. Let's see if it sings.

Keep going...

IR

- W Bk Lo [

3
L
-
L]

# Genre Footer

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Add Calculated Fields (Totals)
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See the Report in Print Preview

Report Design Tools ->Design->Views-> View->Print Preview

The Report Totals are placed at the end of the et

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!

™
.

Dances with Wolves [(1990)
L

S

2] e B Wb

Western
Count of Movies by Genre 1
Total Count by Genre 374

\ Page: 4 4|12 Unfiltered 1

Exam 77-424: Microsoft Access 2013

5.0 Create Reports
5.3 Format a Repor

Micros

t: Add Calculated Fields (Totals)
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Practice Activity

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: ItemSQ 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.
. 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.

0 NOoO OO~ WODN
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Test Yourself

1. Which criteria Filters out all blank records for 4. Which is true about Access Reports?

that Field? (Give all correct answers.)

A. Is Not Null A. The Group, Sort and Total shows Group Totals
B. No Blanks B. The Group Footer includes the Group, Sort and
C. Is Not Empty Total command

Tip: Intermediate Access, page 228 Tip: Intermediate Access, page 237, 238

2. Which Report Options let you represent the 5. A Label must always be attached to a Field and
one-to-many relationship? a Record Source.

A. Options A. True

B. Grouping B. False

C. Header Tip: Intermediate Access, page 243

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

1. Apply Report Design options including
Theme, Logo, and a Background Image.

2. Add Page Breaks and Page Numbers.
3. Apply Conditional Formatting to the data.

4. Program a Command Button to open a
Form OnClick and format the Shape.

© 2014 Comma Productions, LLC

Access 2013: One to Many in Report Design

Report Design Options

gEH% Vo B o VERORT D R
I ons  cman Gvenata DATAA TOGH  DERM ARRAMGH | FORAAT | hadd Whe Ticstmrn sty
P Mgt -

ket A2

_a.rn'\l.umhnnﬁg‘nu ]

i.l.‘iz =

e B by
" i [, e
I ks gt s .
Al Ly Vew .
e - et Eniaa
E s .
Pubure Tamg e
# Lt Pt i Eaan
= [ —r——" O
e T P
s — s LeSte L]
= g Bavay -
P b g n
L] Bomidre ihpe Ganier
e Lo
e i i M [T y
Clras Baem ]
A g Bt Tt
e tmseppr e
e Paga Mg .y
[ 2

¥ Report Header

o — T

Movies by Genre

# Detail
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1. Readings

Read Lesson 10 in the Intermediate Access

guide, page 251-275.

Project

A Report with Conditional Formatting as
well as a Command Button that opens a
Form with an OnClick Event.

Downloads
FrontRowVideo Int10.accdb
popcorn1.qgif, popcorn2.gif,

popcorn3.gif,
opcorn4.qif, movies1.qif.

BBL Int ver10.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.gif, Lunch2.gif, Lunch3.qif,

Lunch4.qif

2. Practice
Do the Practice Activity on page 276.

3. Assessment

Review the Test questions on page 277.

L Lesson 10 : Report Design and Formatting

Report Design Tools->Design

j n Colors -

View | Themes Fonts -

. E Totals =

Group i Hide Details
& Sort

5 @bl Aa =] [7] €3

Controls

Themes

2J 4

Report Design Tools->Format

=

Wiews Grouping & Totals

23 Shape Fill -

Formatting
EShape Outline -

20

$ 9 o o | Background  Alternate CQuick Change Conditional E
- Image~ FRow Color~ | Styles ~ Shape~ Formatting ¥ Shape Effects - =

Mumber Background Control Formatting 1 2 5"

3] s) 5) 4] il

Menu Maps ‘ '

N

| = -

] =

From the Report Design Tools->Design Ribbon an
1. Report Design Tools->Design->Themes, page 257

2. Report Design Tools ->Design->Views-> View->Print Preview, page 262

From the Report Design Tools->Format

. Report Design Tools->Format->Conditional Formatting->Shape Fill, page 258

. Report Design Tools->Format->Conditional Formatting->Shape Outline, page 258

. Report Design Tools->Format->Background->Background Image, page 263

. Report Design Tools->Format->Control Formatting->Conditional Formatting, page 264
. Report Design Tools ->Format->Control Formatting->Change Shape, page 272
. Report Design Tools ->Format->Control Formatting->Quick Styles, page 273

OO WON-
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Report Design 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: Example of a Microsoft Access Report

IS b‘f Genre | Search the Movies
y I.I‘;&}' of

. _G?a'r"nre Movie Year Rating

q)::ﬂ.cticun

=

21 Jump Street (2011) 2012 R

Batman Begins (2005) 2005 PG13
Bourne Ultimatum, The {2007) 2007 PG13
Kick-Ass (2010) 2010 R

Kill Bill: Vol. 1 {20033) 2003 PGl14
Rise of the Planet of the Apes (2011) 2011 PG13
Scott Pilgrim vs. the World 2010 PG13
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What Are the Objectives?

Microsoft Access 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.

Microsoft Access: Example of a Microsoft Access Report

[ = ' P —— SRS DR FOULS
I oo cman i pata DAY DRlM A | RORMAT | RAdd T

1 howhbieve - Colie el a | p LT

& r. ] S
3 Bk ek
L e A L] - 3 S . [o—r—
& v S SR 5 e

Al A ]

dnaen.

T

- Saarth the Mowe

Charrirs

B O

¥ patg

P # i

= X L=

T ~ page - & e

BB Movies by Genre"‘-._

v r

- y
P A
F o

enre

&
Action

L
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Start ->Microsoft Access 2013

(I i [T Py ¥ a n
Before You Begin B e o o s sty : : - oy,
Before You Begin: Open the Sample Database v __ e T Py |

Go to Start -> Microsoft Access 2013.

Access will prompt you to open a database. This lesson < F Row Vid

uses the database that was programmed in the previous 3 ront Row Vi . |
lesson. You can continue with the same database if you I SECURITY WARNING Some active content has been disabled
wish.

=5| Switchboard \,

The FrontRowVideo Int10.accdb database has:
Five Tables: tblICustomers, tblGenre, tbIMovies,
tbIMovieSearch and tbIRating.

ey, M I 2314 >>
[ P

Mevwpatiizs Pase

Front Row

Six Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ, MovieSQ,
MovieSearchSQ and RatingSearchSQ.

Five Forms: Customers, Movies, MovieSearch,

Today is Friday, March
MovieSearchSubform and the Switchboard.

Customers

Three Reports: Customer Name. Movies by Genre, and
Movies by Year.

Memo to Self: Click Enable Content if you see the
Security Warning.

Mavigation Pane

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Review the Report

The last time we left our hero, the Movies by Genre  «= -
Report, the basic design was complete.

1. Try it: Review the Report Design
Go to All Access Objects->Reports.
Select a Report: Movies by Genre.

Try This, Now: Change the View:

Go to Home ->Views->View->Design View.

The Report Design Tools should be

What Do You See? This Report has Sections: - o

Report Header: There is a label.

Page Header: These labels repeat at
every 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 ->Views->View->Design View

[ ] Vo B e

= A mcwen-

Mavies By Genre

hrearen _# Crves i

available.

. Property Sheet

Selection type: Report
Report

L

Format| Data | Event | Other | All

the top of

Exam 77-424: Microsoft Access 2013
5.0 Create Reports

Record Source
Caption

Pop Up

Modal

Default View
Allow Report View
Allow Layout View
Picture Type
Picture

Picture Tiling
Picture Alignment
Picture Size Mode
Width

Auto Center

Auto Resize

Fit to Page

5.3 Format a Report: Modify Existing Reports (View Properties)

Microsoft Access 2013 Inermediate Page 256 of 281

MoviesS0 |
Movies by Genre
Mo

Mo

Report View

Yes

Yes

Embedded
[none)

Mo

Center

Clip

7.9986"

Mo

Yes

Yes



Report Design Tools->Design->Themes

B H % i Vot s Vi R P PO ¥ - 2
5 Apply A Theme —-il‘]ﬂh w:n -l:':Munu. BATARKH Tins | DEREM | ARG AT !u:\.r - o st biabs -
2. Try it: Apply a Theme to a Report Ol O T Y ™ A
Go to Report Design Tools->Design->Themes = o - : L H Colors ~ v Z Totals
Select a Theme: Retrospective et [ l Vi The G' o Aa I:““
T L mes [A]Fonts - &“’S:P i3 Hide Details
= - - rt

What Do You See? A Theme formats the Color

Aa I Aa ! ko 1
as well as the Fonts for the Report. — Views || |n this Database

=) ALA A,

ELI "R Q¢

Movies by Gen re

What Else Do You See? Some Fonts may '; = : - =
make the Text in the Labels too large to fit. You . o Searche || mmmmem
can resize the Labels if you wish. o i
P s | [11] Tablesi o
Made You Look: The Theme will be applied to g o Ed tb
3

the Switchboard Form as well as the Report. i . o Aa 1 Aa LI Aa %
Each Theme has a different way of formatting J| B mEmEEN EEEEEN Rl CmE
the Command Buttons.

| N Etbf—\o”' Aaj_Aa[’LAaT
Keep going... | - B tp | memeem [ ——— EmEEEE EEEEEE

Quene
= Aoj

Cy
M rﬁ Browse for Themes...

" lz_lg Save Current Theme... es by Genrel:|=Co

W

Movies50 N ”I T Fage rooTEeET
Exam 77-424: Microsoft Access 2013

5.0 Create Reports
5.3 Format a Report: Apply Themes
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Report Design Tools->Format->Conditional Formatting->Shape Fill

g H % [———— ——T— ~ =
Modify a Theme E .-w.. ‘:::;:';'“n':':\;.L:u. -L:.'u.\u o CElN _mu, FRAAAT | S T — ITe———
3. Try it: Modify the Theme Colors Py Iy siges ' S s~

The Report is still open in Design View.

Select the Report Header.
Go to Report Design Tools->Format.

Go to Conditional Formatting->Shape Fill. - , = "
Select a Fill Color: white. e L P e
Select the Label in the Report Header. F tbens L8 o —— e s
Go to Report Design Tools->Format. vy e ; i -
Go to Conditional Formatting->Shape Fill. $ ravies ags A ags L A e pa

Select a Fill Color: red.

=3 switchboard" (@ Movies by Genr,c_:"-.__
= 1 |

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.

# Report Header

3l Movies by Genre

The Label in the Report Header is selected.
Go to Report Design Tools->Format->Font.
Select a Font Color: white.

Keep going...

 Detail

S Movie

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Modify Themes
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Report Design Tools->Design->Tools->Property Sheet

B E s i Vet B i T D PR ¥ 8 x
Find the Page Numbers B e con o cosas e T = g
Page Numbers were added to the Page Footer as we i et 2 Nrw A B S % v [ A e : ot " e

walked through the Report Wizard.

4. Try it: Find the Page Numbers -
The Report is still open in Design View. e - —

Select the Page Number Control in the Page Footer. It~ ... I — . i e
is a Text Box. - P eep— : - .
Go to Report Design Tools->Design->Tools. ¥ = e
Go to Property Sheet->All->Control Source. s i P - = e
;; - W Fape tity ::;..‘:;. ‘::::1
What Do You See? The Page Numbers are displayed = — ' o Nk |, Dot 18
in a Text Box that has an Expression for the Control LY : e = -
Source. - - m— ol i
6 |
The Expression for the Pages Numbers is: — il Pr ope rty Sheet

="Page " & [Page] & " of " & [Pages]

Selection type: Text Box

1
1

Keep going... ‘Textw &)

Format Data @ Event | Other Al

Mame Text10

Control Source ="Page " & [Page] & " of " & [Pages]
Format

Decimal Places Auto

Visible Yes

. Text Format Plain Text

Datasheet Caption

Width 3.5

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Modify Headers and Footers
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7',,9:"’ Report Design Tools->Design->Tools->Property Sheet
gE s ' [—r——— ST P R g
Ed it the Expression ’-'-‘ »-u.-- t.::\-mu-m.-in:u - L:ll.l.ll.l Tem s m\-—'m e : mnmi" — st it +
This Expression is similar to ones we created earlier in - wew s 0w a5 0o a w
various Select Queries. You can edit the text between =~ oo ] e Lo e 4 s . 5
the quotation marks if you wish. e ek ey oy [ Property Sheer
|:.:,,..1 z M e n:: [—— — -‘_f
5. Try it: Find the Page Number Properties = - ko seim e :
The Movies by Genre Report is in Design View and 3 SO B | E— Ere— e e
the Page Number Control is selected. 3 e g e e e T | s -
Go to Property Sheet->All. % e P T
Click on Control Source. e o e e s
Click on the 3-Dot Builder. * b xR = Pt ]
The Code Builder should open. L dma o e S p—
Try This, Too: Edit the Expression ~ L - o
Type Movies by Genre Report between the quote = - e = e mmiTL, ="
marks as follows: = »=_~w‘_]“_hn —_ :.;:«.:_' i e
L] o Ay a8 e
W sty ey ] =

="Movies by Genre Report: Page " & [Page] & " of " &
[Pages]

Enter an Expression to areate a caloulated control:
(Examples of expressions indude [field1] + [fieldZ] and [field1] < 5)

="Movies by Genre Report: #age * & [Page] & " of " & [Pages]

Where the Expression is one sentence without line
breaks as may be printed in the preceding paragraph,
above.

Click OK to close the Expression Builder.
You should return to the Report in Design View.

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report : Add Calculated Fields (Use the Expression Builder)
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Report Design Tools->Design->Tools->Property Sheet

[ W= Vo s ing ERLR i P

Add a Page Break e e e = o | ' S
You can use a Page Break to make each new Vom | T [T | B i ) Ao L - b ol s i gy S [ et
Genre begin at the top of the next Section. There - TN ' 6
are two ways to add a Page Break to a Report: a AB Bocess Oljets @ ey = ; : | Property Sheet
Page Break Control or selecting that option in the et v o] e — -
Property Sheet. ~jo— _ s | ot |
This example will use the Property Sheet to add a 2 8 e rente —
Page Breapk AFTER the Genrg Fo)z)ter Section. - — ! Pro perty Sheet *
: e ocl2ction type: Section
6. Try it: Add a Page Break . e
Therl\)slovies by Gen?e Report is in Design View. : — GroupFooter? Y
Select a Section: Genre Footer. 3 2
The Genre Footer bar should be black. —Serel e Format | Data | Event | Other Al
3 e won o« s | [Visibole Yes
Go to Property Sheet->Format. - . S s 4 | Height 0.2917
Edit Force New Page: After Section. : Koo Back Color Background 1
- Alternate Back Color Background 1, Darker 5%

That should do it. Spedcial Effect Flat

Auto Height Yes
Do This, Now: Save the Report Can Grow Yes
Go to File->Save. Can Shrink Ves

Display When Always
Keep going... Keep Together Yes

Force Mew Page After 5ectic|n| v)

Mew Row Or Col Maone

Eefore Section

EBefore & After

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Modify Headers and Footers (Insert a Page Break)
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Preview the Report
The proof is in the pudding. Let's look at this
Report as a User would see it: Print Preview.

7. 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.

What Else Do You See? The Page Number in the
Genre Footer should include our edits.

Not bad. Not bad.

Exam 77-424

Report Design Tools ->Design->Views-> View->Print Preview

L Fagar R Wbt A ®
= — 4 AR .: B
Pard e s P Sy | PR Lt Gt Fuge e Gmg Tem M e Tedt  BOF (el ke e Pk
. g Pagr Pagn Tage P e 7
Al A t 3 o e
o Genre Movie
.F I
. Documentary
- Along Came a Spider (2001)

Believers, The (1987)
Hurricane (1999)
Women in Film (2001}

Count of Movies by Genre 4

Movies by Genre Report: Page 7 of 25

. Microsoft Access 2013

1.0 Create and Manage a Database
1.5 Print and Export a Database: Print Reports
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Report Design Tools->Format->Background->Background Image

] [ WEPOST Dde R ' O
Add a Background Image E e o _ermmoes _sovmwes [N v R P
As we mentioned at the beginning of this "o et D
lesson, the Report may be the only part of your - ot __
Mighty Access Database that your customers [ " 20 = 0y Ha a Background Alternate | Quick Change
or coworkers see. Dress it up! e ' [z Image = Row Color Stules ':|‘|a|:|;
Reports, like Forms, can be branded with Image Gallery
images. Here are the steps to add a o
Background Image to this Report. ; Pr= —

r 46 — —

Before You Begin: Change the View B Py
Close the Print Preview, please. B B pu:upcu:urn‘l Movies]

The Report should be in Design View, now.

Browse...

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.

MEE i
- 1

What Do You See? The popcorn image
should be behind the Controls and Labels.

# Detail

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Add Backgrounds
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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...

Report Design Tools->Format->Control Formatting->Conditional Formatting

B E % Vg P by T Pl b
I oo cman denaTa  DATa TOOU  DEM AR | Rl | RS Wne
1 tanmg | Cote Detel e y E =vwre-
i " T
ppw— (WEAF -1 - ! o bgprnn Gy = o e
pracinies ra- foumiling &
- . [r— A aivel Bl
Al ACess Objects & « |5 teromed |8 s iy conee

[v]

2 Delete Rule

Rule (applied in order shown) Format

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Use Conditional Formatting
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Edit the Formatting Rule

Each value in the Rating data will be
assigned a different color.

3. Try it: Edit the Formatting Rule
Field Value is: equal to

Enter the Rating: G

Format the color: green

Keep going...

Memo to Self: Be consistent. We used
Conditional Formatting in the Movie
Search Subform. It is OK to match the
colors in the Report.

Edit the rule description:

Report Design Tools->Format->Control Formatting->Conditional Formatting

BH S i [ ey
B <o+ cman e pata  BATabel Toond  BEREM AR | AT | RASHET
—_ T —
L | i piay - | A
oL P Cocilrn +
ke R er-ol Y — ——
g - [J—
R Y . PR —

Al Access Dbpecis & = e N ey P—

W Fol = ' ' !

. - [

2 ..'Em._

3 I i Leiasta ssimBpr

o = # Crers Fra - el il i

8 g e L R R

+ P 1 rde el

¥ I ey ey s

5 i O G Ve ™ &

y——

& [ e bt 1 rrow (G (R

3 . g Fiiass e

5 -, Vs [y

irwns B B st H EENEEEE

n ST [

: i

B ten e

s - e 05 e ¥ st U E

s . ey M

il B add agrogp $l Add s ot

a -

d
i

Format only cells where the:

= Froperty Sheed

tauriar e e s

Field Value Is |E“ ||equa| to

v [s

Preview:

Exam 77-424: Microsoft Access 2013

AaBbCc¥yZz

5.0 Create Reports
5.2 Set Report Controls: Use Conditional Formatting

I

u
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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

B S & [Ty R,
B =ss  cman e palae DaiahedTomS DM e
P matng - Tl Deaal ofm - =]

L e LI RO i '".-I.:-"'

Loapn ™ [ e e—

A Access Objets 8 =
e =
T ke

SERNT Dt B

T P e

b

= Propery Sheet "= |

tauriar. b Tesd Bom

s R

a- :

,..?_,::" I DE

E e | [F— J—

P e

Fu

o

T o

# = Show formatting rules for: |Rating IE”

3

= I

3. N £7 Edit Rule | | < Delete Rule

= |

:1-:' Rule [applied in order shiown) Format

> Value = G AaBbCcVyZz
L

Value = PG

Value = R

AaBbCc¥yZz

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Use Conditional Formatting
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Report Design Tools ->Design->Views-> View->Print Preview

[T ' Fagar R Wbt ¥ 4 %
:} Print Preview the Formatting T ia SOEC T @ R
5. Try it: Preview the Report P | T ew ettty | [ e e o | e e e “': : = :” S
Go to Report Design Tools ->Design->Views. ] Page iaw ___Pope e - 5
Select a View: Print Preview. Access Objects @ « (===l B==iree

B

Movies by Genre
N

e

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.

foppBEg]=

i 4

What Else Do You See? The Rating data is formatted
according to the Conditional Formatting Rules: G is
green, R is red.

HihwaSS

Please Close the Print Preview.

s P Clem £9891]

Garfield (2004) 2004 G

Gaudi Afternoon (2001) 2001 R
Get Shorty (1995) 1995 R
Hanging Up (2000} 2000 R
High Fidelity (2000) 2000

Exam 77-424: Microsoft Access 2013
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unm

Create ->Macros & Code->Macro

E

@\ s b o e b

Designing for Users g e e , -
A Report is a snapshot, at best, of the data. o T st ot e Gt e
A Command button can open the Movie Search —_— s . 1
Form so that Users can look up the answer. The — " 21 Fragem om
Command Button in this example will use a Macro &
to open the MovieSearch Form. We will also =, -
format the Command Button with Quick Styles. i Action Cﬁtﬁhﬂ'g X
1. Try it: Create a Macro : Search... o
Go to Create ->Macros & Code->Macro. =y
4 Program Flow
What Do You See? The Macro Window should Y s E Comment
open. The Action Catalog is on the left. It lists T e E Group
many things you can program: = E If
Data Entry Operations e
Data Import/Export i @ Submacro

Database Objects

Filter Query Search B S o[ Actions
Macro Commands
System Commands

User Interface Commands

Windows Management

Data Entry Operations
Data Import/Export
Database Objects

) Filter/Cuery/Search
Keep going... Macro Comrmands
Systern Commands

User Interface Commands

A A v A A A

Window Management

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Use Navigation Buttons
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Program the Macro

2. Try This: Program the Macro
Go to the Action Catalogue.

Go to Database Objects.

Double Click an Action: OpenForm

The OpenForm Action will prompt you to
select the following from the list:
Form Name: MovieSearch

Do This, Now: Save the Macro
Go to File->Save.
Enter a name: OpenSearchMovie

Now, Try This: Run the Macro
Go to Macro Tools ->Design->Tools.
Click on Run (!)

What Do You See? Did the Movie Search
Form open? Then it worked.

Please Close the Movie Search Form.
Close the Macro

Keep going...

Macro Tools ->Design->Tools->Run

g E%

(%]

‘.\'-\Hﬂﬂﬁgll.: U

|

g larp I =7 # = -

R C et W v b Vo

Vopared Codiopas [spard Collagea i Pam &3
Acten dctioey & A5 Cslsley Actors

] [ [ g ——— gy —

Hame  Sevafipch

= Switchbnard."{__ﬁ Movies by Genre i s Gpenkar-:hl'u'lnvie"-....__

EE
£

.g.ld.i,i.;,{-
T

=l OpenForm
Form Mame | MovieSearch
View |Form
Filter Mame
Where Condition =
Data Mode

Window Mode | Normal

+ | Add Mew Action W

Exam 77-424: Microsoft Access 2013
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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

# Report Header

L T e - A

I= Switchboard.'“.ﬁﬁ Movies by Genre-"‘-.‘_
= | .

L34

‘Page Header

Movies by Genre
: 7 |

’=N0w(}

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
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Property Sheet

Selection type: Command Button

SearchMovie W

Format Data | Event | Other | Al

Mame SearchMovie
Caption Search the Movies
Picture Caption Arrangement Mo Picture Caption
Visible Yes

Cursor On Hover Drefault

Picture Type Embedded
Picture [none)

Width 1.5"

Height 0.25"

Top 0.257

Left 2.25"
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Report Design Tools ->Design->Tools->Property Sheet->Event

g Es Tt s s — T ¥ 7 N
Add the onCth Event __ 3..'- M. R ——_y wuu)uf:-..-_ e .....,..;. .;..:m u.u:_. = o B —
4. Try it: Add the OnClick Event Ve | T G e il Aa E / | - = . ey R Toe

The Command Button is selected. von | e g i
Go to Property Sheet->Event. e &
Click on: On Click. Takien

g+ Mhmbery T Dt e T | pgity | el e ] it s e b Vil

What Do You See? The OpenSearchMovie
Macro is on the list.

]

Select a Macro: OpenSearchMovie.

= Property Sheet ®

Selection type: Command Button

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

SearchMovie W

Format Data | Event | Other | Al

On Click OpenSearchMovie W | e
On Got Focus [Event Procedure]
On Lost Focus COpensearchMovie
Cn Dbl Click

On Mouse Down

On Mouse Up

On Mouse Move

On Key Down

On Key Up

On Key Press

On Enter

On Exit

Exam 77-424: Microsoft Access 2013
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Report Design Tools ->Format->Control Formatting->Change Shape

gE s PeT——— P

infiivens DATA  DATARA TOSRA DEREM  MGRAMGH | FORMAT | RASH TS

Change the Shape of the Button =M = = = = O = O

T lewbMiove - Cple Demed

A Command Button is a Shape. The default Shape for = wcw 0 rw a2 e S G
a Command Button is a rectangle with rounded s e -

corners. The Shape can also be a circle or a rectangle | *
with one corner snipped. i

Al ACCess Dhiexs ® =

Look at the Label in the Report Header: Itis a

9

rectangle that is red with an outline. Let's format the
Command to match it.

H

'.\'-.'-.'-:n-nﬁg'll:;.. i i
s
|

5. Try it: Change the Shape of the Button

The Command Button is selected.

ol

Go to Report Design Tools ->Format.
Go to Control Formatting->Change Shape.

Choose a Shape: Rectangle. ARRANGE

. DESIGM FORMAT

- S
[ =

C LB

Keep going...

Background Alternate
Image~ Row Color

Background

(2

Quick Change Conditional
Styles ~ Shape = Formatting

1O ar

PAGE SETUP

23 Shape Fill -
EShape Outline -
L# Shape Effects -

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Format Navigation Buttons (Change Shape)
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Report Design Tools ->Format->Control Formatting->Quick Styles

B [ Voera R Vhat TS D WS ¥ A
5 Apply Quick Styles to a Shape ‘_-‘mu:::b t::-;_mu-;m..::tu -L:.vl.uu Tos  DEEM —m -mu.:“ uu'u'l.r:- e sz vty +
Microsoft Office has a rich gallery of Quick Styles  w..u "rwla-d- g :_:..:: ol
in Word, Excel, PowerPoint, Outlook and Access. fut_ aE==i (=) (=) (=] =] (=) (=] (= 6
All ACcess Objects @ = |3 =S — ‘ Proper
Quick Styles edit the Shape Outline, Fill and —r - z ] - ﬂ ' ﬂ =] B -
Effects. Itis fun to find the Quick Styles and apply = - fmmnletioen, CE-R-R-B-B R e
them to a Command Button in Access. 3 i"b,: I = '
5 P BEESERE

Here are the steps to format a Command Button -+ £z - [ B-1-0-R-0 1
with Quick Styles. Have fun! % u . = —] p—

Y f;:: 3 = eoee8 o
6. Try it: Apply Quick Styles to a Shape g - RS I £ g
The Command Button is selected. - : . R il
Go to Report Design Tools ->Format. .

. : : ) £ Shape Fill -
Go to Control Formatting->Quick Styles. 1 y |__|<>,r i
Choose a Quick Style: Subtle Effect-Orange, . &~ = E Shape Outline =
Accent 1. | Background Alternate Quick Change Conditional
I Image~ FRow Color - | Styles~ Shape - Formatting 4 Shape Effects ~

So000, how does it look? Background

[Atﬂ:} |Ab|: [Atﬂ:‘ [Atﬂ:‘ |Ab|:

Exam 77-424: Microsoft Access 2013
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Report Design Tools ->Design->Views-> View->Report View

g8 E ' [R——— ‘ &
Try the command Button - ] i DL L-A.':r.\u 1o g : = Vst ity + )
Before You Begin: Change the View - oyt 1. ran, 3 98
This Command Button works in the Report View, A
not the Design View or the Print Preview. e . - 7
Go to Report Design Tools ->Design->Views. ; :
Select a View: Report View. 2
7. Try This: Open the Movie Search Form ; '
The Report has a Command Button in the  u
Report Header. - e
Click on: Search the Movies. = - e
|
B e shonger s (1)
What Do You See? Did the Movie Search Form I§_E| Switchbnard.-'i Movies by Genre."-.
Open? Really? ' .
Well, you might as well Save it if it worked. . =
Movies by Genre _
o 5 Search the Movies
_ —
':-l’ N
Genre Movie Year Rating
i
i‘ﬂ.ctinn
B

21 Jump Street (2011} 2012 R

Batman Begins (2005) 2005 PG13

Bourne Ultimatum, The (2007) 2007 PG13
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One-to-Many Designs

The Intermediate Guide to Microsoft
Access 2013 began with a simple Access
database: two Tables, two Forms and Two
Reports. In just ten lessons we have
programmed:

A Combo Box to filter the Movies
(One Rating from Many in tbIRating)

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 2013 where we get down
to business: working with money.

| |§_E| Switchbnard..'i Maovies by Genre-"-._._

Movies by Genre :
_ Search the Movies

e - "
gl

o«

[

s

Genre Movie Year Rating
i}ﬂ.ctinn
o 21 Jump Street (2011) 2012 R
Batman Begins (2005) 2005 PG13

: — <
E Switchboard l Movies by Genre i —2| MovieSearch

Search the Movies

Rating |PE [w| Genre Family _V1

MovieSearchSubform

MovielD - Movie -t | Rating ~t| Genre
156 Harry Potter and the Chamber of Secrets (2002) Family
158 Harry Potter and the Goblet of Fire (2005) Family
159 Harry Potter and the Prisoner of Azkaban (2004) Family
160 Harry Potter and the Sorcerer's Stone (2001} Family
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Practice Activity

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.qif

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 has 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

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, 270

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 269, 272, 273
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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?

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”7, Top 0.25.

7. Add a Logo to the Header. Use the movies1.gif..
Edit the Properties for the Logo in the Header:
Left: 27, 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”, 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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O Intermediate Microsoft Access 2013: Index

Microsoft Office Specialist (MOS): Exam 77-424 for Access 2013

Forms: Change Margins, Pg 105
Forms: Create Forms with Application Parts, Pg 65
Forms: Delete a Form, Pg 318

Manage Records: Append Records, Pg 282
Manage Records: Group Records, Pg 165
Manage Records: Update Records, Pg 45

Print and Export: Export into Alternate Formats, Pg
255

Print and Export: Print Reports, Pg 336

Print and Export: Save Database to an Exteranl
Location, Pg 316

Protect and Maintain: Backup, Pg 292

Protect and Maintain: Compact, Pg 341

Protect and Maintain: Encrypt with a Password, Pg
335

Protect and Maintain: Repair, Pg 341

Protect and Maintain: Split, Pg 326

Queries: Create a Crosstab Query, Pg 248
Queries: Create an Action Query, Pg 44
Queries: Delete a Query, Pg 304

Queries: Format Fields,

Queries: Hide Fields, Pg 289

Queries: Rename a Query, Pg 302

Queries: Use Basic Operators (Add, Subtract,
Multiply, Divide), Pg 166

Queries: Use Comparison Operators, Pg 222

Relationships: Create and Modify Relationships, Pg 80

Relationships: Enforce Referential Integrity, Pg 81

Relationships: Set Foreign Keys, Pg 39

Relationships: View Relationships, Pg 76

Reports

: Add a Subreport, Pg 204

Reports

: Create a Report with Application Parts, Pg 204

Reports

: Delete a Report, Pg 318

Reports

. Modify Data Source, Pg 168

Reports

: Set Margins, Pg 170

Tables:

Change Data Format, Pg 296

Tables:

Change Field Data Types, Pg 296

Tables:

Tables:

Create a Table, Pg 73
Create Linked Tables from External Sources, Pg 322

Tables:

Format a Table, Pg 57

Tables:

Hide Fields, Pg 56
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