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Introduction

Microsoft Access allows people to effectively and efficiently organize data. This document,
Level 1, has been developed to introduce you to Microsoft Access. The various sections
presented in this document will help you to build a solid knowledge foundation of the software.

When you have mastered the objectives in this document, you can expand upon your
knowledge of Microsoft Access by checking out the Level 2 and Level 3 documentation.

Objectives
The following objectives are covered in this document:

e Understanding how to create a table.

e Knowing the purpose of the primary key.

e Having the ability to implement error traps.

e Being able to enter descriptions for fields.

e Understanding how to add and delete fields.

e Having the ability to insert default fields into the form/table.
e Being able to create a drop-down list on the form.
e Having the ability to create a form.

e Understanding how to adjust the form properties.
e Being able to add and remove items on the form.
e Having the ability to adjust tabs on the form.

e Understanding how to input data into a form.

e Being able to work with the data in the database.
e Knowing how to attach photos to a record.

e Having the ability to create calculated fields.



Creating the Database
The following instructions explain how to create a database.

1. Enter afile name in the File Name text box (see Figure 1).

.......

Figure 1 — Creating a Database

2. Click the yellow folder to indicate where the file will be saved (see Figure 2).

Figure 2 — Saving a File



3. The File New Database window will appear (see Figure 3). Select where to save the file
and click the OK button.
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Figure 3 — Saving a Database

4. Click the Create button (see Figure 4).
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Figure 4 — Create button



Creating a Table

The following instructions explain how to create a table for an airline reservation system.

1. Click the View button (see Figure 5).
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= Tablet

Figure 5 — View button

2. Inthe menu that appears, select Design View.

3. Next, enter the name of the table (example: Reservations) that you are about to create
in the Save As dialogue box (see Figure 6).

rSaue As | ? |ﬁ3—,|1|I

Table MName:
Tablel

| ok || Ccancel

Figure 6 — Table Name

4. Enter the Field Names and Data Types. Figure 7 shows an example of a table that could
be used for an airline reservation system.

j Reservations

Field Mame Data Type Description

7 Transaction Number AutoNMumber

First Name Text

Last Name Text

Departure CityI Text

Destination City Text

Meal Yes/No

Ticket Cost Currency

Departure Date Date/Time

Departure Time Date/Time

Figure 7 — Example of Table for an Airline Reservation System



The following explains the different data types that could be used for the table:

a. AutoNumber — The database will create a unique number for each record that is
entered.

b. Text — Use for fields that contain letters and numbers. This option can contain up
to 255 characters.

c. Memo — Use for fields requiring long entries. Both letters and numbers can be
created in this field. This option can hold up to 65,536 characters.

d. Number — Define the field as this choice when numbers will be required for the
field.
Date/Time — Select this choice when you need to enter a date or time.

f. Currency — This option is chosen when dollars and cents need to be entered into
the field.

g. Yes/No — This appears as a check-mark box. Use this choice when the field
requires a yes or no entry.

h. OLE Object — When this is selected, the field can contain a picture or sound clip.

i. Hyperlink — Good choice when email addresses and hyperlinks are required.

j. Attachment — This option allows the user to attach one or more pictures to the
record.

k. Lookup — This option helps the user create a drop-down list for the field. When
this option is selected, the Lookup Wizard will begin.

Things to Remember When Creating a Table

It is important to remember the following when creating a table.

Primary Key

Records in Access can be organized by a unique, identifying number. The primary key is used to
ensure that no two records have the same number. For example, in the table created for an
airline reservation system (see Figure 8), it is important that each passenger has a unique
Transaction Number.

j Reservations

Lield Wame Daia Type Description

¥ Transaction Number AutoNumber ]

First Name Text

Last Name Text

Departure CityI Text

Destination City Text

Meal Yes/No

Ticket Cost Currency

Departure Date Date/Time

Departure Time Date/Time

Figure 8 — Example of Table for an Airline Reservation System



The primary key can be used for the following data types: Auto Number, Number, and Text.

The primary key can be toggled on and off by clicking on the Primary Key button located on the
Design tab (see Figure 9).

[
Hame Create External Data Database Tools Design
—r=Insert Rows 2l == ="‘J j "_jf:%l
- . . o . =t == =
. = Delete Rows — = = ==/
der Test Validation ™o ; Property Indexes | Create Data Rename/Delete | Relationships Object
Rules ’;@M‘Jd'f}’ Lookups Sheet Macros - Wacro Dependencies
Viewrs Towls Show/Hide Field, Record & Table Events Relationships

Figure 9 — Primary Key

When the Primary Key is active, it will appear as a key icon to the left of the field name (see
Figure 10).

Field Mame Data Type
<9ranﬁac‘cion Number AutoNumber
First Mame Text
Last Name Text
Departure Cityl Text
Destination City Text
NMeal Yes/Mo

Figure 10 — Key Icon

Error Traps

Error traps help to make certain that correct data is entered into the database by users. For
example, for the field Destination City in Figure 11, perhaps the only three cities that should be
entered are Atlanta, Chicago, and Miami.

zzz| Rﬁeﬂaﬁorﬁ"‘-.\
Field Mame Data Type Description
 Transaction Number AutoMumber
First Mame Text
Last Mame Iext
Departure CityI Text
Destination City Text
Meal Yes/No
Ticket Cost Currency
Departure Date Date/Time
Departure Time Date/Time

Figure 11 — Airline Reservation Table



The following explains how to create an error trap for this field.

1. Click to select the field Destination City (see Figure 12).

= Reservations

Field Name

¥ | Transaction Number

First Name

Last Name

Departure City

Despination City

Meal

Ticket Cost

Departure Date

Departure Time

Data Type
AutoNumber
Text
Text
Tex

Yes/MNo
Currency
Date/Time
Date/Time

Description|

Figure 12 — Airline Reservation Table

2. Click Validation Rule (see Figure 13).

Field Properties

71 Rescrvations - H
Field Name Data Type Description o
% | Transaction Number AutoNumber 5
First Name Text
| Last Name Text
Departure City Text
Destination City Text
Meal YesfNo
Ticket Cost Currency
|Departure Date Date/Time
Departure Time Date/Time
-

Genznal [Loakun|

Fletd Size
Farmat
Input Mask
Caption

255

| validation Rule

“Atlarta® Or “Chitago’ Cr "Miami®

Required

Allow Zero Length
Tndexed

Unicode Compressian
IME Mode

IME Senfence Mode
Smart Tags

B UL e e g e e
Mo

Yes

Ko

Yes

Iio Cantral

Mone

cities: Atlanta Chicago, or Miami,

Afield name can be up to 84 characer long,

including spaces. Press F1 for help on field
names,

Figure 13 — Validation Rule
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To make certain that the user enters only Atlanta, Chicago, or Miami, enter the following:
Atlanta or Chicago or Miami

If you were working with numbers, you could also enter a formula to make certain that only
a specific range of numbers are entered. For example, if you wanted to make sure that only
numbers from 0 to 100 are entered, you would enter the following: >= 0 and <= 100

3. Next, select Validation Text (see Figure 14).

s
Fizld Name Data Type Description
% | Transaction Number AutoNumber 5
First Name Text
Last Name Text
Departure City Text
Destination City Text
Meal Yes/No
Ticket Cost Currency
|Departure Date Date/Time
Departure Time Date/Time

_Field Properties

gGeniraI :G&UEI
| [Fieta size |255 .|
| Format
i[nput Mask
| Capticn
| Default Value
— = e Afield name can be up to 64 characiers long,
Walidation Text Invalid Entryl Please enter one of the following cities: Atlarta Chicaga, or Miami, ] intluding spaces. Press F1 for help an field
km:l - —— names,
| Allow Zera Length Yes
| Indexed (L]
|lUnicode Compressian | Yes
| IME Mode Iio Cantral
| IME Sentence Maode Mone
ESmartTags =

Figure 14 — Validation Text

4. Whatever appears in Validation Text is the message that will appear if a user attempts
to enter data that violates the Validation Rule that was entered in Step 2. For example,
the following is an example of a message that could be entered: Invalid Entry! Please
enter one of the following cities: Atlanta, Chicago, or Miami

11




Figure 15 is an example of how the error message would appear to the user.

[ T
Microsoft Access [ﬁ

!_x_' Invalid Entry! Please enter one of the following dties: Atlanta, Chicago, or Miami.

ook 1 | Hep |

Was this information helpful?

Figure 15 — Error Message

Descriptions

The description area (see Figure 16) is a place where you can provide instructions to the users.
The users will see the instructions as they enter the various fields for the database.

“ Wome  Create | DeternaiDatn | Darsbace Tools Gesign m
‘-]j 1}” = S Insert Rows i T ie [ fusz2g|
! 1§
View | Primary 2ui Tes
= key 3
Bl Aroess Objects = 4« | =] Resenvations - =
Search. 7=} Ficld Nama Data Type Description -
.'lahles 2 7 _Traﬂsad(on Numbsr AutoMumbear =i
E Reseruation: _FlrELNdI"'\Q Tesl
Last Mame Text
| Departure City Text
Deshqa‘:mr- City Text
| Meal Yes/No
Ticket Cost Currency
| Departure Date Date/Time
Departure Time DatefTime

Figure 16 — Description

The following explains how to create a Description for a field.

1. Place your cursor in the Description column next to the field of your choice (see Figure 16).
2. Enter a meaningful description for the user. For example, for the Meal field in Figure 17,
you could enter, “Please select if the customer wants a meal on the flight.”

j Resenraﬁom b
Fizld Name Data Type Description a

% Transaction Number AutoNumber E

First Name Text

Last Name Text

Departure City Text

Destination City Text

Meal Yas/Na l Please check if the customer wants a meal on the flig'\‘t.l l

Ticket Cost currency

Departure Date Date/Time

Departure Time Date/Time

Figure 17 — Description
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Figure 18 shows where the Description text will appear when the user selects the Meal field.

Home Create External Data Database Tools

& cut F 4| Ascending 7 Selection ~ ﬂ = New = [ﬁ a2 o
s —— Bz copy : %) Descending V] Advanced ~ 2 =B save v : S| B I U | b
View 2 == Fifter: o = = : Refrash 3 Find 55 =i
T ¥ Format Painter 77 Remove Sort “F Tooole Filte All~ elate * & \ b =
Wiews Clipboard [F} Sort & Filter Records Find Text Formatting
| 5 ?_§| Reservations =
| Reservations
7

Transaction Number |1
First Name John
Last Name Smith

]

g -

o Departure City Atlanta

=

9

.“:;[ Destination City Chicago

=

g

= |
Ticket Cost
Departure Date
Departure Time

Record: 4 _{ 1ofl__ > ¥ b |
Please check if the customer wants a meal on the flight. | Mum Lock |E Bl

Figure 18 — Description

Adding and Deleting Fields

Once the table has been completed for the database, it is possible to add and delete fields. The
following explains how to add the field Transaction Date to Figure 19 between Transaction
Number and First Name.

Field Name Data Type DEscription

% | Transaction Mumber AutoMumber .

First Name Text Add Transaction Date

Last Name Text

Departure City Text

Destination City Text

Meal Yes/No

Ticket Cost Currency

Departure Date Date/Time

Departure Time Date/Time

Figure 19 — Adding and Deleting Fields
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1. Allow your mouse pointer to hover over the field First Name (see Figure 20) and right-click.

j Reservations

Field Name Data Type Description
-]? -
IFirst MName Text l
Last Name Text
Departure City Text
Destination City Text
Meal Yes/No
Ticket Cost Currency
Departure Date Date/Time
Departure Time Date/Time

Figure 20 — Adding and Deleting Fields

2. Inthe menu that appears, select Insert Rows (if you want to delete this field, you would
select Delete Rows). Upon completing this step, a row will be available for you to enter the
field Transaction Date (see Figure 21).

j Reservations X
Field Name Data Type Description

7 |Transac‘.|cn Number AutoMNumber ]

First Name Text

Last Mame Text

Departure City Text

Destination City Text

Maal Yes/No

Ticket Cost Currency

Departure Date Date/Time

Departure Time Date/Time

Figure 21 — Adding and Deleting Fields

Default Values

As the database designer, you have the option of including Default Values. For example, in the
table in Figure 22, suppose that 99% of the entries for Departure City will be Atlanta. You could
include a default value of Atlanta to make the data entry easier for the user.

j Reservations
Field Name Data Type Description
¥ Transaction Number AutoNumber
First Name Text
Last Name Text
((Departure City Text )
Destination City Text
Meal Yes/No
Ticket Cost Currency
Departure Date Date/Time
Departure Time Date/Time

Figure 22 — Default Values
14




The following explains how to include the default value of Atlanta for Departure City.

1. Select the field Departure City (see Figure 23).

Hame Create Extemal Datz Database Toals | Design

i [ 3%, IT__‘ j‘ﬂ Insart Rows f __ E.!-:', = - _‘3 =28
]‘g - L_Lt{ = Delete Rows |—| B = = =
View | Primary Builder Test Validation . Property Indexes  Create Data Rename/Delete | Relationships Object
id Key Rules =8 Moary Lockups: | srest Macras ™ Macra Dependencies
Viens Taols Show/Hide Feld, Record & Tabie Events Refationships
| 4l Access Objects ! « || =] Resewations
'Sga o] Field Name | Data Type Dascription
b Tables = i | Transaction Number AutoNumber
I T Resenation: | Transaction Date Date/Time
First Name Test
Last Name Text
| [ Ceparture City| Text ]
| Destination City Text
| Meal Yes/No
Ticket Cost Currency
| Departure Data Date/Time
Departure Time Date/Time

Figure 23 — Default Values

2. Click Default Value (see Figure 24).

Hame Create External Data Database Tools | Design | m

.;,'\__\ 5 B =)
£ i =
z l7£;1/ i =)
ry Builder Test Validation i Property Indexes | Create Data Rename/Delete | Relationships Ohject
Rules Sheet Macros = Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
| All Access Objects @ « : Resetﬁﬁnm"\ :
|[search. |p Field Name Data Type | Description -
— —— —— @ m =
Tl | # | Transaction Number AutoNumber =
BT ficenetions | :Transaction Date Date/Time
| First Name Text
Last Name Text
Departure City Text
| Destination City Text
| Meal Yes/No
| Ticket Cost Currency
Departure Date Date/Time
| Departure Time Date/Time
W
Field Properties
General Luokup|
[Field size 115 -
Format ]
Input Mask P
Caption |
Default Value | ] [iu]
'Val!dat!on Sule Avalue that is automatically entered in this
.\-’alldatlon Text field for new records
Required Mo
|Allow Zero Length Yes
Indexed Mo
‘Unicode Compression  Yes
IME Mode Mo Control
\IME Sentence Mode  |None |
(Smart Tags -

Figure 24 — Default Values
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4. When the user opens a form, Atlanta will appear as a default for the field Departure City

3. Enter Atlanta (see Figure 25).

General |Lcu::ukup

Field Size
Format
Input Mask
Caption

15

(Default Value

Atlanta )

Yalidation Rule
Yalidation Text
Required
Indexed

IME Mode

Smart Tags

Allow Zero Length
Unicode Compression

IME Sentence Mode

Mo

Yes

Mo

Yes

Mo Control
Maone

Figure 25 — Default Values

(see Figure 26). This will make the job of the data entry person easier because he or she will

not need to type Atlanta.

However, another city can be entered for Departure City, if desired. For example, Chicago

could be entered in place of Atlanta.

Reservations

"] Reservations

Atlanta

O

Atlanta - Default Value

Figure 26 — Default Values
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Creating a Drop-Down List

A drop-down list can make the job of the data entry person easier. When a drop-down list is
available, the user simply clicks the list and selects the option of his or her choice.

For example, in Figure 27, Destination City would be the perfect place to include a drop down
list. If the cities for the Destination City field were Atlanta, Chicago, and Miami, the user would
simply click the list and select the city of his or her choice. This eliminates a lot of typing for the

user.
“ Hame Create Extemal Data Database Tools Design
] — S= Insart Rows Al = — 5=
! Ed i 3 =5 = pi B
HH | § & Y e | = 2 =
View | Primary Builder Test Validation . Property Indexes  Create Data Rename/Delete | Relationships Object
- Key Rules ’_'.ﬂ Modily Logkups: | gheat Macras ™ A Depandencies
Lt Joale Show/Hide | Field, Retord & Table Events Relationships
All Access Objects bl % ﬁ:] Resevations - -
|s2qreh. =] Field Name Data Type Description
Tables ~ ||¥ |Transaction Number AutoNumber
- = | |Transaction Date Date/Time
E Resenations +
First Name Test
| |Last Name Text
i_ Departure City| Text
| [(pestination city Text )
| Imeal Yes/No
Ticket Cost Currency
Departure Data Date/Time
Departure Time Date/Time

Figure

27 — Creating a Drop-Down List

The following steps explain how to create a drop-down list for the field Destination City.

1. For Destination City, select the down-arrow (see Figure 28).

—| Reservations

)

Field Name

Data Type

Description

Transaction Number
Transaction Date

AutoNumber
Date/Time

First Name

Last Mame
Departure City
Destination City
Meal

Ticket Cost
Departure Date
Departure Time

Text

Text

Text

Texﬂ
Yes/Nao
Currency
Date/Time
Date/Time

Figure 28 — Down-Arrow
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2. From the menu that appears, select Lookup Wizard (see Figure 29).

! - - ;

Extnmﬁua!i smnln_é;‘ TDc'i
|§- 2™ _‘-—- Insert Rows #
o o —! 3 paleta Rows !
""':\" P“"?El;w a1 qul'lél:h?" -@ Madify Lookups i
iz e
All Access Ohjects = w4 | T Reservations
|seorch. £ Field Name Data Type Description
I-_.u_“ = 1 | Transaction Number AutoMumber
E4 pecervations | Transaction Date Date/Time
|First Name Text
Last Nams Text
Departure City Text =
Destination City Text -
Meal
| Ticket Cost Mema
| Departure Date Number
Departure Time Date/Time
Currency
AutoNumber
es/No
OLE Object
Hyperlink
Attachment
Calculsted
Lookup Wiza rd.l.

Figure 29 — Lookup Wizard

3. The Lookup Wizard dialogue box will appear. Select the option, “I will type in the values

that | want.” Then, click the Next button (see Figure 30).

-
Lookup Wizard

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

7 Twant the lookup field to get the values from another table or
quEry.

[@:f[ will type in the values that I want]

Figure 30 — Lookup Wizard
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4. Under Col 1 (see Figure 31), type the values that you want to appear. Then, click the
Finish button.

i B
Lookup Wizard
What values do you want to see in your lookup field? Enter the number of columns you want
in the list, and then type the values you want in each cell.
To adjust the width of a column, drag its right edge to the width you want, or double-dick the
right edge of the column heading to get the best fit.
Mumber of columns: ]1_
= =
Coli
| Atlants
Chicago
Mizmni
Cancel l | < Bacdk |[ Mext = ] | Finish
b

Figure 31 — Lookup Wizard

5. Figure 32 shows how the drop-down list would appear in the form for the user.

Reservations

] Reservations

ate 2/15/2011

lohn

Last Mame smith

Chicago

Miami

Figure 32 — Drop-down List



Opening and Closing the Table

When you are finished creating the table, it can be closed by clicking the “X” in the upper-right

area of the table (see Figure 33).

Create.

Brernal Oata

S nsert Rows

1E =

Oatabase Tonks

General L pabup|

Fheinl Properties

= F D lets Raws
View | Primy Duilder Test Validation
. ey Rules g Modify Lookups
A, Tast V
All Access Objects 2. I ( =il
S— o Data Type Description
Py AutoNumber =
Transaction Date DatefTime
First Mame Text
Last Mame Text
Departure City Text
Destination City Teut
Meal Yes/Ne
Ticket Cost Currency
Departure Date Date/Time
Departure Time Dete/Time

Field Size Long Integer

Hews Values Increment

Farmat

Caption

Indexed Yes (Mo Duplicates]

Smart Tage Afield name an be up to B4 characters long,

Tast Allgri General nduding spaces. Press F1 for help on field
names,

Num Loek | [ & @[]

Design view, F&'= Suntch panes F1 = Heln,

Figure 33 — Closing the Table

To open the table again, double-click the name of the table that you want to open. The name of

the table will appear on the left area of the window (see Figure 34).

Create. Brernal Oata Databaze Topks

' Ha copy

dlewes Cltphaars . art i Fifter

Al Access Dhjaas = 4
Smaren o
_,Q‘

Qe D

Rencry

Hum Lok |

Figure 34 — Opening the Table
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Forms
The following explains how to create and design forms in Access.

Create the Form

The following instructions explain how to create an interactive form that allows the user to
effectively interact with the database.

1. From the Create tab, click Form Design (see Figure 35).

External Dsta  Database Toals

; j _;’:l;@6 == E j %ForlﬁnWﬁzard

o= e [ navigation ~
&pplication | Table Table SharePoint | Query Query

E 1 B report wizard
== 2] Labels

Formj Form [Elank . Report Report Elank
Parts Design  Lists T Wizard Design Design JForm = More Forms ~ Design Repart
Templates Tables Queries Faorms Reports

Figure 35 — Form Design

2. Ablank form will appear on your screen (see Figure 36).

Home Create External Data Database Tools ! Design ['Ar'r'anga' Formst f

Colors - ,— XYZ s._ﬁ,Logo
— .E | | AﬂlﬂHjQJﬁu I—| ﬁ “\ P I;"_.ﬂTitle

\c'lew Themes =
A Faonts ~ 7 Image~ Q}Dar_e and Time

Views |hen1= Caontrals Header / Footer
_AII Access Obects & « || =2 Formi
 [search.. B I N R e S 3 i S | 5 | 5 |
| Tables 2| i

3 Resewations

Figure 36 — Access Form
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Form Properties

You create the form by using the Property Sheet. To see the Property Sheet, click the Property
Sheet button on the Design tab (see Figure 37).

J—
Mome  Creste  External Data D'at{baf:TncTs( Desion s:.rrﬂngr_ Format |

= I * | vz g g
| B cotors L o ) W |
| == i \ — = g i' \ [ T -
- . iz — = : Tt ) view
Vo | Tt [ Eurs - ‘ S |ab|_ Aa 2] a I = E S | T rew Cade
d " | Image= iy Date and Time

Views Themnes Contrals Headet / Footer

) Convert Form's M

Togls

Figure 37 — Property Sheet

The Property Sheet will appear on the screen (see Figure 38) and provide you with many
options allowing you to develop an effective form.

Property Sheet X
Selection type: Form

Form |Z|

|Format| Data I Event |O‘ther| All |

Record Source [elem]
Caption 3
Pop Up Mo

Maodal Mo

Default View Single Form
Allow Form View Yes

Allow Datasheet View Yes

Allow PivotTable View Yes

Allow PivotChart View Yes

Allow Layout View Yes

Picture Type Embedded
Picture [none]
Picture Tiling Mo

Ficture Alignment Center
Ficture Size Mode Clip

Width 6.1694"

Auto Center Mo

Auto Resize Yes

Fit to Screen Yes

Border Style Sizable
Record Selectors Yes
Mavigation Buttons Yes
Mavigation Caption

Dividing Lines Mo

Scroll Bars Both
Control Box Yes

Close Button Yes

Min Max Buttons Both Enabled
Maoveable Mo

Split Form Size Auto

Split Form Orientation Datasheet on Tc
Split Form Splitter Bar Yes

Split Form Datasheet Allow Edits
Split Form Printing Form Cnly
Save Splitter Bar Position Yes
Subdatasheet Expanded Mo
Subdatasheet Height i}

Grid X 24

Grid ¥ 24

Layout for Print Mo
Orientation Left-to-Right
Recordset Type Dynaset
Fetch Defaults Yes

Filter

Filter On Load No

Order By

Order By On Load Yes

Wait for Post Processing Mo

Data Entry Mo

Allow Additions Yes

Allow Deletions Yes i

Figure 38 — Property Sheet
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Changing the Color of a Form

The following explains how to change the color of a form.

1. Click the Form with your mouse so that it is the active object in Access (see Figure 39).

2.

Figure 39 — Form

In the Property Sheet, click the Format tab (see Figure 40).

(

Alternate Back Color
Special Effect

Auto Height

Zan arow

Can Shrink

Display When

Keep Together
Force Mew Page
Mew Row Or Col

Property Sheet X
Selection type: Section

Detail (=]
(Format) Data | Event | Other | AN |

Visible Yes [=]
Height 5.25°

Back Color Background 1

EBackground 1, Dark
Flat

Yes

Mo

Mo

Always

Mo

MNone

MNone

Figure 40 — Property Sheet
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3. Click to select the right-column for Back Color on the Property Sheet (see Figure 41).

Property Sheet
Selection type: Section

Detail

b4

[]

Format | Data | Event | Other | an |

Visible

Height

Back Color
Alternate Back Color
Special Effect
Auto Height
Can Grow

Can Shrink
Display When
Keep Together
Force Mew Page
Mew Fow Or Col

Yes

5.25
Backgro
Background 1, Dark
Flat

Yes

M

Ma
Always
M
Maone
Mone

Click the
right column
for Back
Color.

Figure 41 — Back Color

4. Inthe Property Sheet, for Back Color, click the l==J button (see Figure 42).

Alternate Back Color
Special Effect

Auto Height

Can Grow

Can Shrink

Display When

Keep Together
Force Mew Page
Mew Row Or Col

Property Sheet x
Selection type: Section

Detail [=]
Format | Data | Event | Other | Al |

Visible Yes

Height 5.25°

Back Color Background QIE]

Background 1, [Yarr
Flat
Yes

Ma

Mo
Always
Mo
Mane
Mane

Figure 42 — Back Color

5. A window containing many colors will appear on your screen. Select the color that you

want to apply to your form.
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Drawing Labels

Labels allow you to create items such as banners on your form. The following explains how to
add a banner to a form.

1. Onthe Design tab, click the Label button (see Figure 43).

- — T
Hame Create External Data Database Tools @ Arrange Format
[ - = & togo
= Aa HCD|0I’5 - I | . o ~XYZ - e Log
= amnmn - =, | [— Ly .
ab ook Q (%] = ' . 7] Title
- | A“ J == | = iL Insert -

I\;IEW The:ws Fants> ~ | Image~ 51 Date and Time

Views Themes Controls Header / Footer

Figure 43 — Label Button

2. Draw atext box on the form (see Figure 44).

—2| Forml
A e T T e

# Detail

Text Box

Figure 44 — Text Box
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Type your text in the text box.

4. Select the text.

5. The text can be formatted from the Text Formatting area of the Home tab (see Figure
45).

Hame Creafe Evternal Datz Diatabaza Toals Design frrange Format

Cut 31 e £ t L Totz tae FERlEC s e W L
& 2 { Callon {Detall} THEL TIZT D |EEE T
Ba Copy £| pe e o & : 412
_ t 1re F B 7 U B oS i SR =
# Format Painter RemoveSon W Tooat K Delete - : Seler LU ol
Cipbaard Sart B Filtar Records Find Texl Farmatting

Figure 45 — Text Formatting

6. Click the form to deselect the text box.

7. Then, click the text box again to select it. When you allow your mouse pointer to hover
over the edge of the text box (see Figure 46), you can hold your mouse button down
and move the text box to the location of your choice on the form.

E|me1
T A O B - T B B B S B S BRI -

 Detail

Allow your mouse pointer to hover
over the edge of the text box.

Figure 46 — Moving the Text Box
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8. You can re-size the text box by allowing your mouse pointer to hover over an anchor
point (see Figure 47), holding down your mouse button, and moving the mouse.

E' Forml

T T L T - e T T

# Detail

Allow your mouse pointer to hover
M . over an anchor point (there are
. E { eight anchor points on this form).

Figure 47 — Re-sizing the Text Box

Drawing Lines

Lines can be used as an organizational tool for the form. For example, lines can create different
areas on the form. The following explains how to draw a line on the form.

1. Click the Line button (see Figure 48) from the Design tab.

[
Home Create External Data Database Taols Arrange Format
[ - = Hiogo
= As HC-:Iors' | | a6 I e (XYZ i Eenea
=| | & | ol = o = _ \ ; = 1
Lg [abll Agq e @Jﬂ _ = g ik e | P

e Theyes Fants " Image~ 511 Date and Time

Wiews Themes Controls Header / Footer

Figure 48 — Line tool

2. Allow your mouse pointer to hover over the form, hold down the mouse button, and
move your mouse. This action will draw a line on the form.
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3. Click to select the line.
4. Inthe Property Sheet, on the Format tab, you can adjust the width and color of the line

(see Figure 49).

{

Property Sheet X
Selection type: Line

Linel (=]
(Format ) pata | Event | Other | an |
Visible Yes

Line Slant 5

Width 4.5

Height o

Top 0.9167"

Left 0.575°
Border Stule Solid
Border Width Hairline [l
Border Color Text 1
Special CITect Flat
Gridline Style Top Transparent
Gridline Style Bottom Transparent
Gridline Style Left Transparent
Gridline Style Right Transparent
Gridline Width Top 1pt
Gridline Width Bottom 1pt
Gridline Width Left 1pt
Gridline Width Right 1pt

Top Padding 00208
Bottom Padding 00208

Left Padding 0.0208°
Right Padding 0.0208°
Harizontal Anchor Left

Yertical Anchaor Top

Display When Always

Figure 49 — Adjusting the width and color of a line

Adding Fields to the Form

The following explains how to add fields to the form.

1. If the Property Sheet is open, click the “X” in the upper-right area of the Property Sheet
to close this window (see Figure 50).

Property Sheet
Selection type: Line

Linel

[=]

Format | Data | Event | Other | AN |

AWHCH TN Y

LFIEY

Figure 50 — Closing the Property Sheet
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2. From the Design tab, click the Add Existing Fields button (see Figure 51).
Hams Create Externzl Data

Database Tools Desig

' Dssion Y PARarGE Format | 2
View Ts Al ronti+ || L@‘_! labl] Aq =] | 7] Q RIE = = i) \ . E " _ﬁj s
Views Themes

= . Add Existingd Property  Tab
~ | Image~ (&g Date and Time Flelds snest  Crder

Confrols

Header/ Footer

Figure 51 — Add Exiting Fields

3. The Field List window will appear. Click Show all tables (see Figure 52).

Field List

Mo fields available to be added to the current
view,

< E—,P Show all tables )

Figure 52 — Show all tables

4. Click the “+” next to the name of your table that contains the fields that you want to add
to your form (see Figure 53).

Field List x

ﬁi( Show only fields in the current record source

Fields available in other tables:
eservations

Edit Table

Figure 53 — Adding Fields
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5. Move the fields from the Field List window to the Form (see Figure 54) by following the
instructions below.

a. Allow your mouse pointer to hover over the name of the field in the Field List
window that you want to place on the form.

b. Press and hold down your mouse button. With the mouse button pressed down,
move the field to the form.

c. When the field is over the form, release your mouse button and the field will be
added to the form.

Extamal Data Database Tool: Dasign Arrange Format Q‘E
— = [iHLogo e A CIR (& suar :

- , A tTEEL
> |labl| A woy| | = W = I 5] Tirte | - @ @ View Code
S 1l | i bind
s = — Insert = Add Existing Property - Tab . .,

~ Image~ | L85 Dote and Time Fieids shest  Orger g Convert Form’s Maeras to Visual Basic
Cantrols Header ¢ Footer Tools

« || =5] Form1 X | Field List X
¥l ™ T A et o gy T P oaadid Wi o i TG e P 7 4 T __{ Show enly figlds in tha current record soures

| Fields available in othertabies:

| | 21 Reservations Edit Table |
Transaciion Humber

. . nsacti t
Field List m— 7o oeic
Last Name
Departure City
[# Destination City
Meal
Ticket Cost
Departure Date
Dreparture Time
Mumber

Form

Figure 54 — Adding Fields

Arranging Fields on the Form

The following instructions explain how to quickly arrange the fields on the form.

1. Select all of the fields that you want to arrange on the form. To select all of the fields,
follow the instructions below.

a. Onthe form, allow your mouse pointer to hover over the upper-left area where
your fields are located.
Press and hold down your mouse button.
As you move your mouse button towards the fields, you can draw a selection
box to select all of the fields.

d. When you release the mouse button, all of the fields that were contained in the
selection box will be selected.
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2. From the Arrange tab, click Stacked (see Figure 55).

Hame

I K ) |
Create External Data Database Taols Design Arrange ) Format

=

=] Stacked

gbular Remave

Table Rows & Columns Merge / Split Move

Figure 55 — Stacked Button

3. Click the Remove Layout button (see Figure 56).

| : E )I
m Home Create External Data Database Tools Design Arrange I Faormat
= [EEEl = me o =] 43 = FLl EH Select Layout ] H B
1| |EEE] == o = = e | H == - —1

b Hf Select Column
Gridlines Stacked Tabulaf Remove | Insert Insert Insert [Insert Merge Split Split
: Layout J Above Below Left Right #4 select Row ertically Horizontal

Table Rows & Calumns Merge / Split

Figure 56 — Remove Layout Button

4. The fields will be neatly arranged on the form (see Figure 57).

= Formt.
I o T L e -

¥ Detail

Figure 57 — Fields on the Form



Removing a Tab Stop for a Field

The following explains how to remove a tab stop for a field. As an example, in Figure 58,
Transaction Number is defined as an auto-number. Therefore, no input is required from
user. For this reason, the tab stop for this field will be removed.

|E| Forml

the

; :Depar'ture Datei

Departure Timef

Number

Figure 58 — Fields on the Form

1. From the Design tab, click Property Sheet (see Figure 59).

Haine Craate Exterhqal Data Databaze Tools < Cecign ) Krrange Formzt

= e e Qe R\ S i |

View | Thames [A]Fonts + Insert - Add Existin
thsi - [A]Fonts | Image -~ (53 Date and Time Fields
Views | Themes Cantrols | Header/Footer |

Property)
Shest

=T
2

Tab
Order

Figure 59 — Property Sheet
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2. Click to select the text box for Transaction Number (see Figure 60).

3.
4.

Select
the text
box

Figure 60 — Select the Text Box

In the Property Sheet, click the Other tab (see Figure 61).
In the Property Sheet, for Tab Stop, click to change Yes to No (see Figure 61).

Property Sheet

Selection type: Text Box

x

N\
(Format | Data | Event |@| Al |

Mame

Datasheet Caption
Enter Key Behavior
ControlTip Text
Tab Index

Tab Stop

Status Bar Text
Shartcut Menu Bar
Help Context Id
Auto Tab

YVertical

Allow AutoCorrect
IME Hold

IME Mode

IME Sentence Mode
Tag

Transaction Numbe

Default

Click to

Ves | <€

0

Mo

Mo

Yes

Mo

Mo Control
Mone

Figure 61 — Property Sheet

change
to No
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Changing the Tab Order

The following explains how change the tab order for a form.

1. From the Design tab, click Tab Order (see Figure 62).

Home Create External Data Database Tools ‘ De:i;ni Arrarige Format

= . — F i Logo :ﬂ[lj‘ % ]
= [ Eeer S s M M=
= | &2 | L\‘; bl Aq Be] [ @ e = [ ] = I i \\ : | Tie =l
View | Themes (A lFants ~ | ! =g L = Insert Add Existing Prope

" | Image ~ (5], Date and Time Fields Sheet]
Vigws Themes Contrals Header / Footer

Figure 62 — Tab Order

2. The Tab Order dialogue box will appear (see Figure 63).

3. Click to the Left of the field name to select the field where you want to adjust the order
(see Figure 63).

4. After the field name is selected, click to the left of the field name and hold down your
mouse button. As your mouse button is pressed down, move the field to re-arrange the
tab order in the window.

5. When you have re-arranged the tab order, click the OK button to close the window.

m‘:_ml

Section: Custom Order;

| Transaction Number
.Transaction Date
First Name

et ligmes Always click the area to
Departure City

'Q i the left of the field names

Meal to select and re-arrange
‘Ticket Cost the order.

| Departure Date
| Departure Time
MNumber

Click to select a row, or
dlick and drag to select
multiple rows, Drag
selected row(s) to move
/| them to desired tab
order.,

[ Ok ] l Cancel ] [ Auto Order |

Figure 63 — Tab Order
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Entering Data in the Form

The following explains how to enter data in the form.

1. From the Design tab, click View (see Figure 64).

Hu:nme Crea’re External Data Database Tools ‘ Design |— Arrandge Farmat l
[ XYL
H@““" Aa =1 @ I EF M5 :gih\

gl e |
= 1 n Colars =
Views Themes Contrals

Wiew Themes A Fants =

Figure 64 — View Button

2. From the menu that appears, select Form View.
3. You can now enter data into the various text boxes on the form.
a. Press the tab key to go to the next field.
b. Press shift + tab to go to the previous field.
4. When you have entered data into all of the fields on the form, press the tab key and you
will go to the next record where you can enter more data.
5. The following instructions explain how to return to the Design view so that you can
make adjustments to the layout and design of the form.
a. From the Home tab, click the View button (see Figure 65).
b. From the menu that appears, select Design View.

File @ Create External Data Diatabase Tools
- = 7 & Cut \l_? # | Ascending Tz Selection Ty = MNew ¥ Totals =% 3. Replace
Ex copy l Descending (ﬁ Advanced ~ e =8 save '*5’ Spelling = GoTo~
View Paste i Fifter Refresh y Find
v J Format Fainte 5 Remove Sort W Toggle Filter All = >( Delete = 5= More lg Select =
VIEwWSs Clipboard F Sort & Filter Records Find

Figure 65 — View Button

Saving the Form

The following explains how to save the form.

1. Click the File tab (see Figure 66).

a 1
ome Create External Data Database Taols { Design TfArrange Format

= :Aa Colors = .
e = Y l=la L T Y

Views Themes Controls

Figure 66 — File tab
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2. From the menu that appears, click Save (see Figure 67).

iii Home Create

Bl save Object 45

[#)] save Database As
L= Open

,_'j" Close Database

Figure 67 — Save Button

3. In the next window that appears, enter a filename and click the OK button. It may help
you stay organized if you name the form the same name as the table that the form is
associated with.

4. To close the form, click the “X” in the upper-right area of the form (see Figure 68).

Home Create Exterrial Data Diatabase Tools Dresign Arrange Forimat

..... B M ocut 5 , S N b S 7. Calibri [Detail » 11 = =
. e Z ispe 5P o R =

View Paste efresh = Find = e

3 . # Format Painter : VX Delete = 1 A -l HH

Views Clipboard 1 Sort & Filter Recards Find P
All Access Objects (v « | ZE] Reservations ( S()
G T T Y R R R R R N R R, N
Tables x

50 Reservations

Forms 3

E Reservations

i |

Design View | Mum Lock | 5 B & i El:.g'

Figure 68 — Closing the Form
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5. To open the form again, double-click the form name (see Figure 69).

| Heme Create External Data Detabase Tools
# cut Ala d 4 i=
_— BaCopy - %le | = B I 0
; # Format Pairter Gkt e Soit W \ - A
Views Clipboard ] Sort & Filker Records Find Tex: Formatting
All Access Objects: ]
[seach 0
Tables 3
= Reservations
%"-s = Double-click the name of
=8| Reservations < .
the form to open it.
Ready | Num Lock |

Figure 69 — Opening the Form

6. The following instructions explain how to return to the Design view so that you can

make adjustments to the layout and design of the form.
a. From the Home tab, click the View button (see Figure 70).

b. From the menu that appears, select Design View.

Create External Data Database Tools

? 4| Ascending 2 Selection + Ty = New T Totals [ﬁ 2. Replace
gL =& Save & Spelling = GoTo~

55 Copy il Descending ﬁ Advanced ~
, Filter | Refresh = Find
Format Pal 7o Remave Sort " Toggle Filter All = X Delete - 5= More lp Select =
Find

Sort & Filter Records

Clipbioard P

Figure 70 — View Button
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Moving Between Records on the Form

To move between records on the form, use the controls at the bottom-left of the window (see

Figure 71).

Home Create External Data Database Tools

ﬁ # Cu ? ‘.}_lﬁscending I\f/' g = New b3 \?a Aac
= 53 copy 4| Descending V- Hsave W =»- B I O
View 55te . Filter . Refresh - Find . 3k
i J Foumat Fa Remove Surl All~ o Delete » B4 | A 4
Views Clipboard Sart & Filter Records Find Text Formatting
| All Access Objects v « || =Z] Reservations x
Scw‘:rr ,p » =
= : ABC Airli
EH Resenvations Ir Ine
Forms =
@ Reservations
Transaction Number !
Transaction Date 3/7/2011
First Name loe
Last Name Passenger =
Departure City |Atlanta E[
Destination City 'Chicago B
Meal |ﬂ
TickafCast $150.00
Departure Date ;4/&1'2011
Departurs Time |7:00 PM
w
Record: W« 1of3 LT I { Mo Filter | search
Form View 4 | Mum Lock |'E' g b

Figure 71 — Navigational Buttons

Figure 72 explains the purpose of each navigational button.

Y

|
‘ Record: |

>

lof3

U <€—— Create a new record.

-
P

Move to the first record.

/IN

/N /|\

Move to the last record.

Move to the previous record.

Move to the next record.

Figure 72 — Navigational Buttons
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Searching for a Record

The following explains how to search for a record in Access.

1. Place the cursor in the field where you are searching for a match. For example, in Figure
73, if you were searching for a person’s last name, you would place the cursor in the

text box for last name.

Create External Data ‘Datahzse Tank

=i Mew z

| Searth

R;zcord.' N. 1of3 L3 | '.'_ Ma-Filter

r 4| Ascenaing - |:a ;ﬂ a
= l % | Descending - = i sare v =
View 2 . Filter , H Refresh X : Find
- ormat Painte %o Remove Sort W All~ 2% Defete » 5 bg
Views Clipboard Saort & Filter Recards Find Text Formatting
Al Access Ohjacts & <« |.= Rﬁuvaﬁons."l‘ s
|| Search.. -] 4 s
Tables ® = =
T ABC Airline
Forms #
@ Resenations
Transaciion Mumber 1
Transaction Date 3/1/2011 [
First Name Joe
Last Naime =
Degartura City Atlant B
Destination City 'C-H-icago i v!
Meal ]
Ticket Cost é]:SDOO
Departure Date ;{,!4,;'21}11
Degarture Time 7:00 PM
|-

Form View

Num Lock ||EIIE & @ B 4

Figure 73 — Record Searches

2. Next, on the Home tab, click the Find button (see Figure 74).

Home Create External Data Database Tools
== % cut ? 41 aseending G- ::ﬂ = New E ﬁ 110 Z ZE=
== 1| .
B3 copy %} Descending V- = =& save b B~ B I U b
View Filter Refresh . Find § . : T T
% g9 Remove Sort W Al % Delete v B o] A -0 E = | i
Views Clipboard Sort 8 Fitker Records Find Text Formatting

Figure 74 — Find Button

39



3. In the window that appears, enter item that you are searching for (last name) and click
the Find Next button (see Figure 75).

Find and Replace M
Find | Replace :
Find What: | Smith [=] [ Findhext
Look In: Current field E
Match: Whole Field |Z|
Search: All Iz‘

[[Match Case  [¥] Search Fields As Formatted

Figure 75 — Search Window

4. The item that you are searching for will appear on the form. Click the Find Next button
to go to the next match; when there are no more matches, a message will appear
indicating the search item was not found.

Applying a Filter with Access

The following explains how to apply a filter in Access.

1. Place your cursor in the field that you want to filter. For example, in Figure 76, if you
wanted to only see flights destined for Chicago, you would place your cursor in the
Destination City field.

Atlanta E|
Miam|  [+]

Mea I

4150.00

1a/8/2011

GarturaTime 7:00 PV

Record: W Lof3 LA 4 Mo Filles | 5earch

Figure 76 — Filtering Records
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2. From the Home tab, click the Filter button (see Figure 77).

Home Create External Data Ciatabase Tools
1 Ascending \ﬂ;/v . = New ¥ \}3 ah - - iz
%) Descending Vv | "M Hsawve o S-| B I U |EEiE| !
Filter i : . Refresh - ’ Find " - P g 1y
- J z:p Remove Sort A~ N Befeter 55 g 4 2 = 5 =
Yiews Clipboard " Sort & Fitter Records Find Text Formatting

Figure 77 — Filter Button

3. Inthe menu that appears, remove all of the check-marks except for the one for Chicago
(see Figure 78) and the click the OK button.

Miami
4] sortAtoz
Z]l sortzZtoa
&
Text Filters b
[ (select Al
[ (Blanks)
Chicago

|:| Denver
[ miami

QK ] [ Cancel

Figure 78 — Filter

4. Asyou navigate through the records, you will only see the records destined for Chicago.
5. Toremove the filter so that you can see the other records again, click the Filtered
button (see Figure 79) at the bottom-left area of the window.

“5| Reservations : 4
# -
ABC Airline
Fanzacto er 2
T Daie a,a‘_f,,."mt 1
Eirst Mame ;Amanca
Last Name Cook
Departura Ut atlanta Z|
Destination thi('HHZJ
@]
Ticket Cost 15210.00
Dep 13/14/2011
Deparfure Time {1o:00am| 0
=
Record: M 1ofl |k H DI '( Fittcrtd__keur:h_ - i

Figure 79 — Remove Filter Button
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Attaching Photos to a Record

In many situations, it is helpful to attach a photo to a record. The following explains how to

attach a photo to a record.

1. When you create the Photo record in the table, allow the data type to be defined as an

Attachment (see Figure 80).

External Gatn Datanase 1o ol

View Relstionzhips DOiject
£ Depenoenrie:
1 Rila p
= « [} -
o Data Type Description -
P ) N Uik =
Tablcs e | AutoMumber
- First Mame Text
= Customess
Last Name
Photo
Field Froperties
| General {Laakup|
Caption
Reruired Na
The data type Deten
that users
Diesign view, Fa= Switth panes. FL = Help; Hum lock | I & & W

Figure 80 — Attachments

2. Place the photo field on the form. Make certain the area that will contain the photo is

large enough to see the image (see Figure 81).

E Forml

1- Last Name

M

Figure 81 — Photos

X | Field List x

|« |&f Show only fieldsin the current record source

Fields available for this view:
[= Customers
Customer ID
First Mame
Last Name
= Photo
Photo.FileData
Photo.FileMame
Photo.FileType

Edit Table
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3. Once the form is complete and you are entering the data for the record, do the
following to attach the photo to the record:
a. Double-click inside of the box for the photo field (see Figure 82).
b. The Attachments window will appear on the screen. Click the Add button.
c. Browse for the photo on your computer. When you select the photo, click the
Open button.
d. You will now return to the Attachments window. Click the OK button.

&l | st Name

il :

Double-click
inside the box
to display the
Attachments

window.

Figure 82 — Attaching Photos to Records

Creating Calculated Fields

When performing calculations in Access, the calculations are created on the form. The following
explains how a Total field could be created for Figure 83 that would display the total sales for
Store 1 and Store 2.

~=| Sales

. 3 Today's Date
- | T |
1 Store 1

RN
Store 2

Figure 83 — Calculated Fields
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1. Insert a text box onto the form by clicking the Text Box button (see Figure 84).

Home Create External Diata Diatabase Tools | Ciesign rﬁrrange Format |

L [0f Aa b (@ [ F (7] 5 E ol \ -

Wiews Themes Contrals

View | Themes mFom-s -

Figure 84 — Text Box Button

2. Draw the text box on the form (see Figure 85).

Figure 85 — Text Box

3. Click to select the label (see Figure 86). Then, enter descriptive text for the field. Also,
format the text box to match the other text boxes on the form.

Figure 86 — Labels
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4. From the Design tab, click the Property Sheet button (see Figure 87).

-— !
Home Create External Data Drztabace Tools | Dagign | Arrange Format

nCo oFs = —] _ﬁ Logo

Nos=neEm-2@d\ 2 5=
iage j\l_)Date and Time
Views Themes Cartrols Hezder / Footer

View

'hemes .\ Eonts =

Figure 87 — Property Sheet Button

5. Click to select the text box (see Figure 88) that you added in Step 2.

e

# Detail

Unbound

Figure 88 — Property Sheet Button

6. Inthe Property Sheet, click the Other tab. For Name, give a meaningful name to the
selected text box. For this example, Total Sales was entered (see Figure 89).

% | Property Sheet b
a | Selection type: Text Box

Tatal Sales E|

Format| Data | Event | Other | ap |

Mame Total Sales
Datasheet Caption

Enter Key Behavior Default
ControlTip Text

Tab Index 3

Tab Stop Yes

Status Bar Text
Shortcut Menu Bar

- Help Context Id 0

] Auto Tab Mo

5 Vertical Mo

- Allow AutoCorrect Yes
IME Hold MNa

_ IME Mode Mo Control
IME Sentence Mode Mone
Tag

Figure 89 — Name
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7. Inthe Property Sheet, click the Data tab. For Control Source, click the E]| button (see
Figure 90).

¥ | Property Sheet

& Detail

| Selection type: Text Box

Total Sales E|

|Format| Data |E\rer1t | Dtherl All |

[Co ntrol Source

-

TERL rotmar
Input Mask
Default Value
Walidation Rule
Walidation Text
Filter Lookup

Fldlft TexT

Database Default

Enabled Yes
Locked Mo
Smart Tags

Figure 90 — Control Source

8. The Expression Builder will appear. Enter the formula into the Expression Builder. The
following will help you to build formulas:

Always begin a formula with the following: =

You will find your fields that are used on the form listed in the Expression

Categories area (see Figure 91). Double-click these fields to add them to the

a.
b.

Expression Builder.

Click the OK button when you are done building the formula.

Expression Builder [ S|
Enter an Expression to create a calculated contral:
wamples of expressions include [field1] + [field2] and [field1] < 5)
|= [Store 1] + [Store 2] £
Expression Elements @pression Categories Expression Values
+~{=2| Sales <Formz -
£ ;E;:, Eirictions «<Field List> AfterUpdate (3
(8] Databasss.accds Labeld AfterUpdateEmMacro —
d Today's Date AggregateType
4 Constants Label1 AllowAutoCorrect
-] Operators Store 1 AutoTab
@ Common Expressions Label2 BackColor
BackSharle
Label4 BackStyle
Total Sales BackThemeColorIndex
Detail BackTint x
> 4

Figure 91 — Expression Builder
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9. Click the Format tab (see Figure 92). Select the format of your choice.

5| Sales ', * | Property Sheet X
.\, N T Selection type: Text Box
Total Sales E|
Eormat) Data | Event | Other | ANl |
Format Currengr |__-L| -
- Decimal Places Auto (Ml
_ Visible Yes
- Show Date Picker Faor dates
1 Width 1"
i =[Store 1]+[5to _ || Height 0.2188"
=|{Top 1.0833"
- Left 2
Back Style Mormal
i Back Color Background 1
3 EBorder Style Solid

Figure 92 — Format Tab

10. As you enter data into the form, the total will be displayed (see Figure 93).

“5| Sales

Today's Date a/25/2011
Store 1 58,000.00
Store 2 59,000.00

Total Sales 517,000.00

Record: M 1ofl B MK W Mo Filter | Search

Figure 93 - Total
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