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Introduction

M icrosoft Access 2007 can be an incredibly useful application, but it can
also be very frustrating if you don’t know how to make it do what you
want it to do. In a perfect world, you’d have a guru around, 24/7 — someone
who knows Access 2007 inside and out and is willing to guide you along the

way, showing you handy little tricks and useful techniques that help you get
the results you need.

Well, | may not be there with you, but this book is the next best thing. I've
gathered the really useful pieces of information that you need to create pow-
erful queries, very easy-to-use forms, and reports that actually tell the story
of what is going on inside your data. Along the way, | make sure to show you
the special tricks and techniques that I use.

About This Book

Access 2007 Forms & Reports For Dummies is a hands-on guide that uses real-
world examples to show you just what you need to know about Access and
why you need to know it. You won’t find a bunch of buzzwords and jargon.
Rather, you do find the solid information you really need and can’t find else-
where about creating queries, forms, and reports. Yes, I do give you good,
solid information about queries in addition to forms and reports because
queries are an essential element that will help you create better forms and
reports.

Access 2007 Forms & Reports For Dummies is also a reference that you can use
as you like. If you have a specific problem you need to solve right now, you
can jump directly to the related topic and skip around as much as you want.
But if you really want to make Access work for you, I suggest that you read
through the entire book because you will discover many things you don’t
already know.

Finally, Access 2007 Forms & Reports For Dummies is specifically for users of
Access 2007. Although the basics of queries, forms, and reports haven’t
changed much from the earlier versions of Access, there are enough impor-
tant changes in Access 2007 so you'll find this book very useful even if you've
used previous versions of Access.
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Conventions Used in This Book

We've used a few conventions in this book to make it easier for you to spot
special information. Here are those conventions:

v New terms are identified by using italic.
v Web sites addresses (URLs) are designated by using a monospace font.

v Any command you enter at a command prompt is shown in bold and usu-
ally set on a separate line. Setoff text in italic represents a placeholder.

v Command arrows, which are typeset as =, are used in a list of menus
and options. For example, Tools=>Options means to choose the Tools
menu and then choose the Options command.

1 Key combinations are shown with a plus sign, such as Ctrl+F2. This
means you should hold down the Ctrl key while you press the F2 key.

v All Access properties and fields are set apart in monospace font, as well,
like this: Use the ITnput Mask property of the Data tab to create an
input mask.

v Wherever I instruct you to use a snippet of code, [ set it apart like this:

INSERT INTO LIVEWINBID
SELECT [Auction 67].%*
FROM [Auction 67];

What Vou Don’t Have to Read

[ always have a hard time telling people that they don’t have to read certain
parts of a book if they don’t care to. You can find some really useful informa-
tion hidden away in things like the text next to Technical Stuff icons, but I
understand if you feel that there isn’t room in your brain for one more bit of
technical information. Maybe the best thing that I can recommend is that if
you don’t want to read the whole book now, start by reading what looks the
most interesting and then, after you've discovered how much really cool stuff
I include, go back and have a look at what you missed the first time. You'll be
glad you did!

Icons Used in This Book

Access 2007 Forms & Reports For Dummies includes icons that point out spe-
cial information. Here are the icons I use and what they mean:
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This icon makes you seem like a real Access expert in no time. It highlights
special tricks and shortcuts that make using Access even easier. Don’t miss
any of these!

This icon reminds you of important information that can be far too easy to
forget and that can cause a lot of frustration when you do forget.

Be careful when you see this icon. It points out an area where you’ll want to
be extra cautious so that you don’t cause yourself problems. It also tells you
how to avoid the problems.

Technical Stuff is information for folks who want to know all the geeky
details.

Real World Examples tell you about actual ways to apply your new Access
techniques. Don’t miss any of these because they're sure to give you a lot of
ideas you can adapt and use.

Foolish Assumptions

Making assumptions is always a gamble because assumptions can quickly
come back to haunt you. That said, in writing this book I made some assump-
tions about you. This book is for you if:

»* You have Access 2007 and want to know how to use it more effectively.

v You don’t yet have Access 2007, but are wondering if getting Access 2007
can help you organize all of that data you’re currently trying to manipu-
late with Excel or some other spreadsheet.

v You have a bunch of data that you want to turn into useful information.

» You want to see how you can create more efficient Access reports and
quit wasting so many trees.

v You would like to know how to use data from an external database with-
out having to get down on your knees to beg permission every time you
need to run a report.

v You have finally realized that you are a 5th Wave cartoon addict and
simply can’t pass up the chance to see what is hidden in these pages.

3
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How This Book Is Organized

Access Forms & Reports For Dummies has six parts. Each part is self-
contained, but all the content is somewhat interconnected. That way
you’ll see the most useful information without a lot of boring repetition.

Part I: Accessing Both Ends:
Getting Data In and Info Out

This part shows you the basics of queries, forms, and reports. You see how
these pieces fit together, and I make sure that you have the fundamentals
down pat so that you have a good foundation for the rest of the topics.

Part II: Creating Effective Queries

Queries enable you to work with sets of data instead of simply dumping
everything into the pot. This part shows you how to create effective queries
that enable you to pick and choose what shows up in your forms and reports.
You even see how you can step beyond simple queries by having a look
underneath the fancy face that Access throws onto your queries.

Part I11: Building Really Useful Forms

Forms make data entry and editing into a much easier task. This part shows
you how to create forms that really are useful, and it tells you how to create
forms that tackle data from more than one table at a time — for even greater
efficiency.

Part IV: Designing Great Reports

With Access reports you can turn data into useful information. This part
shows you how to create great reports that look good and that provide a
wealth of understandable information.
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Part U: Way Cool Advanced Queries,
Forms, and Reports

Ordinary techniques are for ordinary people. This part takes you well beyond
the ordinary and shows you how to get so much more from your queries,
forms, and reports. This part also shows you some great tools you can use to
make Access into an even more powerful partner for your database needs.

Part Ul: The Part of Tens

This part tells you about some places on the Web where you can find even
more information about Access. It concludes with some vital tips to remem-
ber as you work with Access.
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Part |

Accessing Both
Ends: Getting Data
In and Info Qut

The 5th Wave By Rich Tennant
|2 RSTENNANT,

\ﬁ

“Ms. Lamont, how long have you been sending out
bills listing charges for ‘ Freight’, ‘Handling’,
and “Sales Tax’, as “This’, “That’, and
‘The Other Thing’ 7"



In this part . . .

ou need a good foundation if you're going to build

anything useful and long lasting. In this part, [ make
sure that you have a good foundation for the topics in the
rest of the book. Here you discover the basics of queries,
forms, and reports that you really need but that you may
have missed up until now.




Chapter 1

Getting to Know Forms
and Reports

In This Chapter

Introducing forms

Understanding reports

Using forms and reports together

Introducing queries to your forms and reports

Looking for extra add-ons

Wthout forms and reports, an Access database is just a jumble of hard-
to-use information. But with really good forms and reports, that same
database becomes both informative and a joy to use. Well-designed forms
and reports make your Access databases into something that’s far beyond
the ordinary in utility, ease of use, and flexibility.

If you’'ve been playing around with Access for a while, you have probably at
least tried to create some forms and reports. Maybe some of your efforts
didn’t seem too bad, but you’ve probably had your share of frustration, too.
Creating forms and reports that really do what you want them to do can be
an awfully exasperating experience.

In this chapter, I show you a number of interesting things about forms, reports,
and their sidekick queries so that you can see what each of them can do and
why they’re all important. You see how queries can greatly enhance the capa-
bilities of forms and reports. I finish up the chapter by very briefly mentioning
some really cool tools (find out even more about them in Chapter 20).

Finding Forms Fascinating

In order to understand the importance of forms in an Access database, begin
by looking at the alternative. Figure 1-1 shows the Datasheet view of a typical
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|
Figure 1-1:
The Access
Datasheet
view of the
information
in atable
looks like an
Excel
spreadsheet.
|

Access table. (A table is the structure in which Access stores information in
your database.) The Datasheet view looks an awful lot like an Excel work-
sheet. You are likely pretty familiar with this view of a database because it
seems as though almost everyone’s first attempt at a database is to just
create a list in a spreadsheet. Welcome to the “if the only tool you have is a
hammer, everything looks like a nail” club!

Each field isin a column

[ temsTable | - 2 x
Item -1| State - County/Categ - District/Suk - | LotSize - Title ~| TypelD - -
Mining. General. Lot of 8 pc Arizona Lode & Placer Deposit Publ Mining  Features Ty
336 Nevada Storey. Bond of the County of Storey. Stocks Bond No. 6|
338 Nevada Lander. Reese River. Lot of 2 di Ruby Mountain MC of Austin and I Stocks Cert. #128,
437 Alaska Alaska. General. Lotof6. AlaskaBirthday Souvenir Money. Tokens  Sets of thre
522 Arizona Kingman. Gila. Land Survey for Briggs Capitol Mine Document 1931. Thre
1112 Colorado  Teller. Cripple Creek American Cons Mining & Milling Cc Stocks Cert. #3533 T Records a ppear
1113 Colorado Summit Breckenridge. Colorado Gold Dredging Co. Stocks Cert. #303. H
1668 Connecticut Hartford. West Hartfore West Hartford Token, 1954 Tokens  West Hartf| In rows
1692 Washington King. Seattle. World's Fair, 1962 Tokens  America's ¢
1855 Wyoming  Maverick Midwest Club Token Tokens  Midwest Cl
2298 Nevada Clark. 19 differe Boulder Dam Postcards Postcards 8 chromolit
2304 Nevada Nevada. Wendover. Wendover, Nevada Postcards White bore
2333 Wyoming  Laramie. Globe Copper MC. Stocks  Cert. #399.
3309 Green River Whiskey
3588 Idaho Genesee. Lot of 2 to Hotel Genesee/ Genesee,/ Idaho// Tokens  GF/ 25cent
4408 Wisconsin Lot of 12 ¢ Wisconsin Native American Postcal Postcards The lot con
4417 Arkansas  Baxter. Mountain Hor Kimberly Mining & Milling Co, 1901 Prospectu Incorporate
4494 Idaho Lemhi. Blackbird. Edmund Quartz Mining Co., 1903. | Prospectu Consisted ¢
4508 Connecticut Fairfield. Trumball. Old Tungsten Mine at Trumbull, Co Publicatio The isa prc
4730 Washington Snohamish.  Index. Index Mining Co, 1900. Prospectu The presidi
4738 Washington Pierce. Summit. Lot of 2 di Medina Gold Mining Co, 1505. Prospectu Incorporatt
4739 Washington Okanogan. Conconully. | Lot of 2 di Mineral Hill Mining Co, 1902. Prospectu Incorparate
4911 Oregon Union. Rock Creek. North American Mining Co, c.1300- Prospectu Incorporate
4912 Oregon Union. Rock Creek. | Lot of 2 di North American Mining Co, ¢.1900- Prospectu See lotabc
9597 Arizona Poland. Lotof4. Poland and Walker, Arizona, Postce Postcards Three blact
10654 Arizona pinal. Casa Grande. Report on the Mining Property of T Mining  Undated, b _
1maz2 tinn Dol [EEE v Aot [P
[Record: 14 fiofss | » v [ search 1 m

Record navigation tools

In Datasheet view, each record is displayed in a single row, with columns for
each of the database fields. Even though this view of the data is probably
pretty familiar, it isn’t very convenient. For one thing, unless you're keeping
track of only a little information about each item, it’s really hard to see an
entire record in Datasheet view because everything has to fit into one row.
That means you have to scroll back and forth to see all of the fields. Depending
on the length of each field, sometimes you can’t even see the entire contents
of a single field on-screen. And don’t even think about seeing a single record
wrap around and take up multiple rows — making everything fit on-screen
simply is not an option.

Of course, some other factors make the Datasheet view pretty inconvenient
for most purposes. Can you imagine how little fun it would be to scroll through
screen after screen trying to find a specific record in Datasheet view? Now
imagine that instead of finding a single record, you want to find a dozen or
so related records in a table containing 10,000 or more records. It’s almost
enough to make you want to move to a desert island where there aren’t any
computers, isn’t it?
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Fortunately, there’s a good solution at hand in the guise of forms. Access
forms provide a much more convenient way for you to interact with your
database. Learning to create great forms is certainly going to be a lot easier
than packing up your stuff for that move to a desert island. The following
sections give you a look at some of the ways forms can help you.

Streamlining data input with forms

No database has much value until it contains information. You wouldn’t be

able to get any useful data from an empty database, so a very important task
in creating a database is inputting your data. Sure, you might have some exist-
ing data that you can import, but even that data required input at some point.

Entering data into a table in Datasheet view really isn’t much fun. You first
have to open the table and then locate the record where you want to enter
your data. Maybe you're adding to an existing record, or perhaps you're
adding a new record right after the last existing one in the datasheet. When
you’ve selected the correct record, you have to move the insertion point to
each field in turn and type in the information. It’s easy to accidentally start
typing into the wrong field — especially if the table layout doesn’t quite
match the layout of the information you’re entering (and how often do you
see data on paper that doesn’t match the layout of the table?).

Forms can make inputting data much easier in several ways:

v Forms typically have labels that make seeing exactly which field
you’re filling in far easier.

v Forms can have drop-down lists so that you simply choose the proper
information from the list without worrying about mistyping the data.

v Forms are usually laid out with plenty of room to see all the fields in a
record. That makes keeping track of which record you're entering a
much easier task.

+* You can easily create forms for special purposes, such as entering data
in specific sets of fields. In this case, the form might not need to include
all of the fields; when you use only what you need, you end up with a
simpler, less confusing form.

v Forms don’t have to be laid out using the same field order as the
table. This is an especially handy feature if you're inputting data that is
laid out quite differently than your table.

v You can set up forms to validate the data so that users can’t mess up
your database by entering bogus information.

Even if some of these form features seem a little bit beyond your interests or
immediate needs right now, don’t worry — you’ll find out about all of them
and get many more great ideas in the chapters that follow.

11
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Figure 1-2:
Evena
simple form
makes
entering
data into
your Access
database
easier.
|

Entering data with the Form Wizard

Using a form to enter data into an Access database is much easier than enter-
ing data directly into a table in Datasheet view. Figure 1-2 shows a simple
form you might create with the Form Wizard in Access. In this case, the form
is not optimized in any way — it appears the way the wizard created it.

Enter data in the fields

Field labels Use drop-down list boxes to choose from a list
:El[t»:rllg Table Input | - B X
P el BE DumerlD KB ]
State LowE st
County/Categan [Mining HighE st
District/Sub-Cat |General. Auction|D Aauiction #12 -
LotSize Lot of 8 pes. LotMurmber

Tile liizona Lode & Placer Deposit Publications. Reserve

TypelD Mining v

Description Features Tungsten, Manganese, and Gold
Al wf, covers soiled, or slightly damaged,
Est. $100-200.

Record: M 1of54 | b M K { Search
L

Use these controls to navigate between records

If you compare the form shown in Figure 1-2 with the Datasheet view shown
in Figure 1-1, you can see pretty easily how much more convenient the form
is for entering data. Each of the fields is clearly labeled (even if the Form
Wizard didn’t quite figure out the proper size for a couple of the labels). Here
are a couple of ways that the Form Wizard makes entering data easier:

+ Easy movement between fields: You can move between the fields by
clicking the field you want or by pressing the Tab key. Because the fields
are labeled, you can easily move to specific fields, skipping the fields
you don’t want to use for now.

v Easy movement between records: You can use the navigation controls
at the bottom of the form to navigate between records. This feature is
just like the navigation controls you commonly use, but with a notable
exception: In forms, pressing Page Down moves you to the next record,
and Page Up moves you to the previous record. In Datasheet view, Page
Down and Page Up move you to a new screen page of records. (The
number of records you jump depends on how many records are visible
on the screen, and this can change depending on how you display the
datasheet window. Don’t you just love the inconsistency?)



