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1 Using Multi-Table Forms

Reference query for form: qryCustOrderDetail

d31dVHD

REDUCING REDUNDANCY WITH MULTI-TABLE FORMS

One of the primary goals in designing a database is to reduce redundancy in entering
data. For example, not having to enter the customer’s information that resides in the
Customers table again when entering a record for that customer in the Orders table.
In a relational database there has to be some amount of redundant entries in order for
two tables to be relatable. At the very least the Orders table would have to contain a
common field, such as Customer ID field, to the Customers table in order to relate the
two tables together.

However, even that redundant entry can be eliminated by creating a form that con-
tains multiple related tables. Access can automatically fill in the common field in the
related tables. Only one screen would be necessary to complete a record from the
Customer information, Order Summary information, and Order Details information.

Steps:

= Create and Save a query with the related tables using

a” flelds Data Database Tools Add-Ins Acrobat
e é i‘ i3] PivotChart s
Select the query in the NaVigation Pane \ . Fsc?rlrl'ﬁ nl[tuitulﬂle'gi:::::;lvDFErgnn
. >,
Click the Create Tab, More Forms button 7~ — GS] Fomwmre f

Click the Form Wizard command

In the first Form Wizard Box, move all fields to the right side, and click Next

U4 Ul

In the next Form Wizard Box, select the Viewing Options that display the data
by the Primary Table (i.e. tbiICustomers), and click Next button

U

Choose the Layout for the Sub-Forms (i.e. Tabular), and click Next button

U

In the Style box, select preferred options (i.e. Apex), and click Next button

In the last Form Wizard Box, type a name for each object

U

¢ The common prefix for a form is frm (i.e. frmCustOrder)
¢ The common prefix for a sub-form is fsb (fsbCustOrderA)

—> Click Finish button
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Using Multi-Table Forms

REDUCING REDUNDANCY WITH MULTI-TABLE FORMS

Form Wizard

.

Tables/Queries

Available Fields:

tblCustomers.IngCustID
strCustomer

strCity

strSt/Ct

strPh

strTerr

strRepID

strTerms

'Q'uery: qryCDstOrdéfDétail

Which fields do you want on your form?

You can choose from more than one table or query.

Make sure the
preferred query i
selected

I

Selected Fields:

[ Next> || Ensh |

Move all fields to the
right side, and click
Next

Form Wizard

Tables/Queries
'Query: gryCustOrderDetail

Available Fields:

.

d31LdVHD

S

Which fields do you want on your form?

You can choose from more than one table or query.

[=]

Selected Fields:

curCredit -
tblOrdersSummary.IngOrdNum

-~ | j tblOrdersSummary.IngCustID
‘ -1 dtmOrdDate
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[ = ] dtmShipDate

tblOrderDetails.IngOrdhNum

strProdID L4

[ Next > ][ Finish
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REDUCING REDUNDANCY WITH MULTI-TABLE FORMS

Fom Wi _

How do you want to view your
data?

by tblOrdersSummary
by tblOrderDetails
:by th|Customers

Using Multi-Table Forms

tblCustomers_IngCustID, strCustomer, strCity,
strSt/Ct, strPh, strTerr, strReplD, strTerms,
curCredit

tblOrdersSummary_IngOrdNum,
tblOrdersSummary_IngCustID, dtmOrdDate,
dtmShipDate

tblOrderDetails_IngOrdNum, strProdID, intQty

Select the Viewing
Options that display
the data by the
Primary Table (i.e.
tblCustomers), and
click Next button

L 4

@) Form with subform(s) () Linked forms

Cancel

H < Back “ Next > ][ Finish

)

Choose the Layout
for the Sub-Forms
(i.e. Tabular), and
click Next button

4

Fom W e

What layout would you like for each subform?

{ Cancel ][ < Back ][ Next > ][ Finish
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Using Multi-Table Forms

REDUCING REDUNDANCY WITH MULTI-TABLE FORMS

Form Wizard

What style would you like?

.

Data

Access 2003 -~
Access 2007 W
Apex =
Aspect

Civic

Concourse
Equity <

d31LdVHD

In the Style box,
select preferred
options (i.e. Apex),
and click Next button

Flow
Foundry

:Median

Metro

Module

None

Northwind -

=]

<Back || nNext> || Fnish

J

Type a name for each
object &

Form Wizard

Form:

The common prefix for a
form is frm

(i.e. frmCustOrder)

The common prefix for a
sub-form is fsb

(i.e. fsbCustOrderA)

Click Finish button :

Subform:

v

Subform:

form.

.

What titles do you want for your forms?
frmCustOrder

fsbCustOrderA

fsbCustOrders]|

That's all the information the wizard needs to create your
Do you want to open the form or modify the form's design?

@ Open the form to view or enter information.
(7) Modify the form's design.

Cancel

v

] [ < Back

Finish
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Using Multi-Table Forms

d431dVHD

REDUCING REDUNDANCY WITH MULTI-TABLE FORMS

frmCustOrder

[T 04435/ 971257 $90,000

Number

& T Agresti Fahrrader
4i=ls @ Europe

Ahlhorn P PEDU
Germany rms Net 30

i
BIEIE]

fsbCustOrderA

Order Number Customer ID Order Date Shipping Date

6/6/2006

6/21/2006

1000

Note Redundant Entries

|Record: M« fof1 R | WK No Filter I:Searéh )
| Order Nymbs ~ Product ID - |Quantit -
| 10145 MP-200 35
|| 20199 MT-500 50
] 10143 PPB-Helmet 35
| 20129 PPB-Shirt 35
] 110143 PPB-Shoe 35
|| 20129 PPB-Short 35
10149 VB-100 35 o

|Record: M 41of7 | » M b | K No Filter | |Search

5 Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting



Using Multi-Table Forms

1

REDUCING REDUNDANCY WITH MULTI-TABLE FORMS

Combining the related tables into one form does not automatically reduce the
redundant entry of the common related fields (i.e. Customer ID, Order Number).
However, the common fields in the related tables (i.e. CustomerID from
tblOrdersSummary, OrderNumber from tblOrderDetails) can be deleted. Access will
still fill them in automatically from the Primary table (i.e. tblICustomers,
tblOrdersSummary).

These fields from the related tables can be deleted in the Design View of the form.

Steps To Remove Redundant Fields:

= Change the form window to the Design View
Click into the Sub Form (i.e. tblOrdersSummary)

=
= Select the common related field (i.e. CustomerID)
= Press the Delete key on the keyboard <Del>

=

Repeat for secondary related tables
(i.e. OrderNumber from tblOrdersDetails sub-form)

= View the results in the Form View or Layout View and Save the form

frimCustOrder

>

1000 04435/ 971257 $90,000
Agresti Fahrrader
Europe E]
Ahlhorn PEDU [~]
Germany - Net 30 =]

Order Number

10149

Order Date Shipping Date

6/6/2006 6/21/2006

NO Redundant Entries

I Record: I« 1of1 > >k 53 { Search |
Product ID ~ Quantity -~ -
35
MT-500 50 =
PPB-Helmet 35
PPB-Shirt 35
PPB-Shoe 35
PPB-Short 35
VvB-100 35 -
Record: 4 1o0f7 > >k &< Search
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2 Graphically Enhance Forms

Reference form: frmFormGraphics

d31dVHD

CUSTOMIZING FORMS GRAPHICALLY

Forms are the backbone of data entry in a database. Effective forms are
graphically enhanced to make data entry easier and simpler.

Access provides a variety of methods to enhance forms graphically. They include
formatting options, sizing and alignment controls, and stacking order.

UNDERSTANDING FORM CONTROLS

Controls are graphic objects in Forms and Reports. They include fields, text boxes,
labels, and graphic pictures. Controls can be moved, sized, and formatted. There
are three types of controls:

Bound Controls These are elements like the fields that belong to the
underlying table or query that the form is based on. Any
changes to the data in these fields automatically update the
data in the report.

Unbound Controls These include elements such as graphics, lines, text objects
or other elements that do not belong to the underlying table
or query. For example, a title added to the report window.

Calculated Controls These include calculated fields added to the report and are
not part of the underlying table or query. For example,
adding a calculation on an inventory report that displays the
total value of the inventory based on the price and
guantity-on-hand fields.

SELECTING CONTROLS

You select controls by clicking on them with your mouse. When you select a
control, squares will appear around the control. These squares are called
“"Handles”. There are eight “handles” with one large handle (for moving) on
the top left of the control selected. T

You can select multiple controls by using your Shift Key or by dragging a
“Net” around them with your mouse.

7 Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting



Graphically Enhance Forms

d31LdVHD

CUSTOMIZING FORMS GRAPHICALLY

Example of a Bound Control

Label &— Textbox 0—1

Note:
b PR Small square “handles”
ey B S e e S : represent which side of the
=B Gl ; control is selected and can

= i be used to size the control

MOVING AND S1ZING CONTROLS

Once you select a control you can move or size it. You move a control by clicking
over that control, and in the same motion, dragging it to a new location. You will
see the mouse shape change to a hand with all its fingers outstretched.

You can move one side of the control (label or text box)

by clicking on the large handle on the part of the

control (you will see the mouse shape change to a hand Move handle
pointing a finger) and dragging that to a new location. E

= : " |
You can size a control by clicking on a small handle Hame: = Mame IF sizing
(you will see a double-headed arrow) and dragging to a u . handles
make that control larger or smaller.

x

You can select multiple controls by using your Shift Key or by dragging a
“Net” around them with your mouse.

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 8



Graphically Enhance Forms

2

Reference form: frmFormGraphics

d31dVHD

UNGROUPING FORM CONTROLS TO ALLOW S1zE AND MOVE OPTIONS

By default, Access 2007 selects both the textbox and the label parts of the control.
That means, if one side of the control is moved or sized, the other is as well. The
controls can be separated by selecting the labels of all the controls at the s
same time and then clicking the Group command followed by clicking the s
Ungroup command on the Arrange tab.

v
L]
L]

You can select multiple controls by using your Shift Key or by dragging a “Net”
around them with your mouse.

Selected label controls P
ona e g
form

s = . Note:

Heavier border
represents which
side of the control
will be changed if
a format is applied

Steps To Allow Customizing Of Controls In Form Design:

Change the form window to the Design View

Select all the label sides of the controls as one selection (Shift key or “"Net” drag)
Click the Arrange Tab

Click the Group command, then immediately click the Ungroup command

Click away from the selected controls

Size and Move any control individually as needed

Save the form

L N I (O

View in Form View

9 Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting



Graphically Enhance Forms 0O
T
>
U
_|
m
)
FORM DESIGN RIBBON COMMANDS
There are two ribbon command sets in Form Design. The Design Tab and the
Arrange Tab. The Design Tab includes commands to format fonts, add logos and
dates to forms automatically, add controls for calculations and text, formatting
options for fill colors and line styles. The Arrange Tab includes commands for
managing alignment, auto-sizing, and arranging stacked controls. Some of the
commands on the Arrange Ribbon require two or more controls to be selected (i.e.
alignment, size, and position commands).
Design Tab on the Form Designs Tools Area of Design View
" == o -'. = -:r|-@
@ A9 QKT Microsoft Access Form Design Toals [_lﬂx
Home  Create External Data ~ DatabaseTools  Add-Ins  Acrobat Design = Arrange @

=) Calibri ‘d _E\Ejr\hm—'m
== 0\ 4 m 30

2l b

U _E!DI'_]H') = R B f

View || e = Logo , Text Label Button S e Add Existing Property ‘

|| ® o ENYIQ X Fields  Sheet
Views Font Gridlines Controls Tools

Arrange Tab on the Form Designs Tools Area of Design View

———

®| d9: ¢ J,[M I Microsoft Access Form Design Tools

-/ Home Create External Data Database Tools Add-Ins Acrobat Design Arrange

=
@]m 3 To Grid 7] Top H_j

‘ | Left it Bottom
AutoFormat | Tabular Stacked Remove | Control

It's 213b Order : Anchoring Brmg end P (3
v Margins » Padding~ |~ — 3| Right v E] .5. to Front to Back >« %4 3‘“‘| !
AutoFormat Control Layout Control Alignment Size Position Show/Hide

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 10



Graphically Enhance Forms

2

Reference form: frmFormGraphics

d31dVHD

ALIGNING AND SIZING CONTROLS

Steps To Alighing And Sizing Controls In Form Design:

= Change the form window to the Design View

= Select all the preferred controls as one selection (Shift key or “Net” drag)

= Click the Arrange Tab

= To Align controls, click the appropriate command in Control Alignment group

= To Size controls, click the appropriate command in Size group

= Save the form £3t To Grid T Top B4] To Fit ‘G To Grid

— View in Form View I Left| | il Bottom | “:J Ve Jallest lﬂ ReWiiet
2| Right =] To Shortest 4, To Narrowest

Size

Control Alignment

Controls are aligned to the
left control and sized to
widest
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Graphically Enhance Forms

d31LdVHD

SPACING AND STACKING CONTROLS

Steps To Spacing And Stacking Controls In Form Design:
Change the form window to the Design View
Select all the preferred controls as one selection (Shift key or "Net” drag)

Click the Arrange Tab

To Stack controls, click Bring to Front or Send To Back in Position group

Save the form =

=
=

=

= To Space controls, click Horizontal or Vertical Spacing in Position group
=

= ____J L__l | Hie Equal Horizontal % Equal Vertical
=

View in Form View ] —i Hi< Increase Horizontal -;;': Increase Vertical
Bring Send : v
to Front to Back 2U¢ Decrease Horizontal &y Decrease Vertical

Position
Before - Spacing Controls Before - Stacking Controls
ihIIIIIIIZIIIZIIIIIIIIIlIIIZIIIZIIIIIIIII'liIIIIIZIIIIIIIIIZIIIIIIIZIII e o Nl
......... 3
After - Spacing Controls After - Stacking Controls
(Rectangle was Sent To Back)
PZZZZZZZZZZZZZZZZZZZZZ|ZZZZZZZZZZZZZZZZZ'ZZZZZ|ZZZZZZZZZZZZZZZZZZZZZZZ v
strPh
3
d I ]strTerr E ;
1l [strRepID -]
] ]strTerms IZ] 5
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Graphically Enhance Forms

2

Reference form: frmFormGraphics

d31dVHD

FORMATTING CONTROLS

Steps To Format Controls In Form Design:

= Change the form window to the Design View
= Select all the preferred controls as one selection (Shift key or “Net” drag)
= Click the Design Tab
= To Format controls, click the appropriate command in Font group
= To Conditionally Format controls, click the Conditional command
¢ Create Rule

¢ Set Formatting

¢ Click OK Calibri +l11 - iﬁ‘ —
;‘Qa v _é;] Style

= Save the form B J UE=E= | _|Conditional || Gridlines
= View in Form View Font Gridlines
Conditional Formatting (X ]

Default Formatting

This format will be used if no S B 7 U |&~|A-~ Fr"

conditions are met: AaBbCcYyZz Ui

Condition 1

Field Value s v | | greater than [=] 150000

Preview of format to use when = OBy F-r—

condition is true: AaBbCcYyZz B|Z7 U |2 ;

L 4

[ Add >> ] [ Delete... ] [ OK ] [ Cancel

L3015

Best Bikes

‘Carouge

Switzerland

O $169,000
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Graphically Enhance Forms

ADDING GRAPHIC CONTROLS To A FORM

2

Graphic controls that can be added to forms include ones to create text, add logos
and other images to the form, and draw shapes (i.e. rectangle or line tools)

Steps To Add Graphic Controls In Form Design:

=
=
=
=
=
=
=

=

Change the form window to the Design View

Click the appropriate tool in the Controls Group

Click on the form where the control will be placed

Follow any instructions or dialog boxes, if necessary

To Format controls, click the appropriate command

Save the form

View in Form View

Design

l_' = 5] Title

Arrange

[abl

" #] Page Numbers

Logo

5 Date and Time Box

¥ FWh Header

Text Label Button

] BN L # dlS
Aa ==l e

E@gEe o5& 0

Controls

in Font group

— —*Hvl Wy Select|

SZwc [°°3\ Use Control Wizards

& - E} 73 ActiveX Controls

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting
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3 Adding Non-Keystroke Entry Controls

Reference form: frmDataEntryControls

d31dVHD

REDUCING DATA ENTRY ERRORS WITH GRAPHIC CONTROLS

Efficient and precise data entry is the key to accurate queries and reports. Forms
with graphic entry controls can drastically reduce many errors created by key
stroking the data. Graphic data entry controls include combo boxes, list boxes, and
option groups. The Control Wizard tool provides a series of dialog boxes from
which to build these types of controls.

Steps To Add Non-Keystroke Entry Controls In Form Design:

Delete the original control on the form in Design View

Make sure the Use Control Wizards command is on &

Click the appropriate tool in the Controls Group (i.e. Combo Box) _ﬁ '
Click on the form where the control will be placed

Follow any instructions or dialog boxes, if necessary

R

To Format controls, click the v

appropriate command in Font BN 2 S| =[Sl setea] ¥

rou B 38 ® ==- 35 |\ UseControl Wizards

9 p Button o el RE75T Sae : :
= 38 6 @ 0 | &~ 5 3xActivex Controls

Controls

Before Converting Territory Field To A Combo Box After Converting Territory Field To A Combo Box

Territory: Europe

Territory Europe| r i
Sales Rep ID: |PEDU Australia

Sales Rep 1D: Canad

: dnada
Terms: Net 30 Terms:
Credit Limit: (390,000 Credit Limit: | %P2
L.S.
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Adding Non-Keystroke Entry Controls

CREATING A CoMBO Box Li1ST IN A FORM

Combo Box Wizard

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

A

@ I want the combo box to look up the values in a table or query.

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

(*) Find a record on my form based on the value I selected in my
combo box.

Combo Box Wizard
Which table or query should provide the values for your combo
box?
Table: tbiLinkedSuppliers -~

Table: tblOrderDetails
Table: thlOrdersSummary
Table: tblSuppliers

Table: tddEmpDept
Table: tddProdCategory
Table: tddSalesReps

d31LdVHD

Choose how the combo
box list will be built.

If there is an underlying
table that contains the
list data choose the first
option...

“ I want the combo
box to look up the
values in a table or
query”

Select the underlying
table or query that
contains the data for the
combo box list.

:Table: tddSalesTerritory &
View
@ Tables “) Queries ) Both
Cancel ] [ < Back I Next > ]

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 16



Adding Non-Keystroke Entry Controls

d31dVHD

CREATING A CoMBO Box Li1ST IN A FORM

Combo Box Wizard
Which fields contain the values you want induded in your combo Select the fields that will
box? The fields you select become columns in your combo box. display in the combo box
list. That can be one or
more fields (i.e. Product
| Code and Description)
Available Fields: Selected Fields:
[ Cancel ] [ < Back I Next > ]
Combo Box Wizard
What sort order do you want for the items in your list box? Choose if the field will be

sorted ascending or
descending order

L rer =] = 1
2 =]

You can sort records by up to four fields, in either ascending or descending order.

Cancel ] [ < Back I Next > ]
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Adding Non-Keystroke Entry Controls

CREATING A CoMBO Box Li1ST IN A FORM

Combo Box Wizard

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

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.

Sales Territory
Australial
Canada
Europe
Japan
Mexico
U.s.

<«

[ Cancel ] [ < Back J Next > ] L Finish

J

Combo Box Wizard

Microsoft Office 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 Office Access to do?

(") Remember the value for later use.
@ ‘Store that value in this field: : strTerr [Z]
Cancel ] t < Back I Next > ] [ Finish

L 4

d31LdVHD

Use this dialog box to
adjust the column width
so that all entries will
show completely in the
list.

Note: If one of the fields
chosen is the primary
key of the underlying
table then that field will
need to un-hidden in this
box. A checkbox would
be available to do that.

Choose which field will
be used to store the
data as it is selected.

If the combo box list will
be used in conjunction
with a macro (not for
data entry) to perform
another action then
select "Remember the
value for later use”.

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 18



Adding Non-Keystroke Entry Controls

d31dVHD

CREATING A CoMBO Box Li1ST IN A FORM

Combo Box Wizard

What label would you like for your combo box?
it i ¥ Type a label for the combo

Territory| box list field. This is

Those are all the answers the wizard needs to create your combo
box.

| cancel | [ <Back | u [ Ensh |

i Completed combo box
Termtory EuerE| b list in the Form View
Sales Rep ID: Australia . T
Canada <
o Japan
Credit Limit: P )
Mexico
L5,

19 Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting



Adding Non-Keystroke Entry Controls

Reference form: frmDataEntryControls

CREATING AN OPTIONS GROUP IN A FORM Terms

An Option Group in a form is a graphical method to
choose from a open area of options. Only one value

d31LdVHD

can be chosen within an Option Group. ¢
[XVII

Option Group Wizard

A 4

| An option group contains a set of option buttons, check
boxes, or toggle buttons. You can choose only one option.

(G

What label do you want for each option? Use Down

Arrow key
Label Names to move to
COD next cell
F.O.B. down!
Net 30 <— i
* N \ ‘
\

-~ ) Com ]

‘ Type the entries for the
Option Group list in the
order the entries should
appear.

Note:

Use the Down Arrow key
to move to the next cell
down and not the Enter
key or Access will just take
you to the next dialog box.

— 1

Option Group Wizard

| Do you want one option to be the default choice?

RRARER
| ST TR

o) () Yes, the default choice is: coD E]

C HRRE HRRRE

Choose whether a
default value will be
pre-selected.

-

A

@)iNo, I don't want a default.

Cancel ][ < Back ][ Next > ] [ Finish

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 20



Adding Non-Keystroke Entry Controls

d31dVHD

CREATING AN OPTIONS GROUP IN A FORM

Option Group Wizard
o s ; Accept the values as
Clicking an option in an option group sets the value of the they appear here.
e option group to the value of the selected option. These are internal
@ wwunn =1 values based on the
(@R =2 What value do you want to assign to each option? | order of appearance in
= the Options Group.
LS 3 Label Names Values ’ P
COD I
F.O.B. 2 <
Net 30 3
Cancel ’ ‘ < Back “ Next > l ‘ Finish ’

Option Group Wizard
= Choose which field
You can either store the value of a selected option in a field, l will be used to store
T or use the value later to perform a task such as printing a the data as it is
& uny nuxy report. selected.
' aun wu |
s What do you want to do with the value of a selected option? If the combo box
e list will be used in

conjunction with a
T e et macro (not for data
== entry) to perform

. . another action then
@:Store the value in this field: | strTerms E‘ select “Remember
the value for later
use”.
Cancel ’ ‘ < Back H Next > ] ‘ Finish ’
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Adding Non-Keystroke Entry Controls

d31LdVHD

CREATING AN OPTIONS GROUP IN A FORM

Option Group Wizard
What ;ype of controls do you want in the option ‘ gpao;frfii tehnetr?gfe(;g rred
group? .
(Option buttons, Check
Sample @ Option buttons *— " boxes, Toggle buttons)
i35 ' Which ever option that is
@ COoD "] Check boxes chosen does not effect
- how many values can be
() F.O.B.
: (] Toggle buttons chosen since within an
ot s vyt e
) Etched () Shadowed
) Hlat @ Sirican Choose a preferred style
iR e \‘ for the display of the
) Raised Options Group.
Cancel ‘ ’ < Back H Next > ] ‘ Finish ’
Option Group Wizard

What caption do you want for the option group? ‘
Type a label for the combo

Terms| box list field. This is
|equiva|ent to a caption.

That's all the information the wizard needs to \T

option group.

Cancel H < Back l¢ l Finish I
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4 Creating A List To Find Records

Reference form: frmDataEntryControls

d31dVHD

USING A CoMBO Box As A SEARCH TooL IN A FORM

As mentioned in the previous chapter, a combo box is an effective method to
minimize key stroking and thus preventing possible errors during data entry. In
addition to using a combo box as a data entry tool in a form, it can also be used as
a search tool. For this tool to search efficiently, a unique entry field such as the
primary key field (i.e. CustomerlID field in the Customers table) within that form’s
records needs to be used as the primary search criteria. Other fields (i.e. Customer
Name) can be displayed in the combo box list as a help to select the correct value.

Consider using a Combo Box as a search tool in a Customers table in which the of
the CustomerlID field (and perhaps the Customer Name) is used in a combo box to
locate customers by selecting one in that list.

Using A Combo Box As A Search Tool In Form Design:

View the form in Design View

Make sure the Use Control Wizards command is on — \ Use Control Wizards
Click the Combo Box tool in the Controls Group —_—

Click on the form where the control will be placed _E
Follow instructions in subsequent dialog boxes (following pages)

To Format controls, click the appropriate command in Font group

Save the form

View in Form View

R N VA VA

Select a value from the list to verify that it navigates to that record
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Adding Non-Keystroke Entry Controls

d31LdVHD

USING A CoMBO Box As A SEARCH TooL IN A FORM

Combo Box Wizard

Choose the option...

This wizard creates a combo box, which displays a list of values you “Find a record...”
can choose from. How do you want your combo box to getits to let Access know that
values? .
you want to use this
Combo Box as a search
() I want the combo box to look up the values in a table or query. l tool.

) I will type in the values that I want.

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

(o) [ o [mon )

Combo Box Wizard

Which fields contain the values you want incuded in your combo Choos_e th_e ﬁeld?
box? The fields you select become columns in your combo box. that will display in

the list. Remember
that a unique field

| such as a Primary
Key field needs to

be used otherwise
Available Fields: Selected Fields: the tool will not be

ngCustD ot haraer
strCity ngLus

make it harder to

L 4

strSt/Ct .
strPh find the correct
strTerr record.

trRepID
ztrT:fms
curCredit

[ Cancel ] [ < Back I Next > ]
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Creating A List To Find Records

d31dVHD

USING A CoMBO Box As A SEARCH TooL IN A FORM

Combo Box Wizard

i I li | i ?
How wide would you like the columns in your combo box If one of the fields

To adjust the width of a column, drag its right edge to the width you want, or double-click the chosen is the primary
right edge of the column heading to get the best fit. key of the underlying
I Y 4 Uncheck To See Customer ID Field! | table then th_at ﬁelc_' will
[7] Hide key column (recommended) . ¢ need to un-hidden in
this box.
Customer ID Customer — -
1000 Agresti Fahrrader =—T—— Use this dialog box to
1001 Angletech adjust the column
AL Anvi Bkeworks, Inc. width so that all entries
1003 Arizona Tandems will show completely in
1004 Arvon Cydes the list
1005 Barcroft Cydse :
1006 Best Bikes v

Cancel ] [ < Back I Next > ] [ Finish

Combo Box Wizard

- : Type a label for this
What label would you like for your combo box? field. This is the

L 4

equivalent of a
caption property.

Locate Customer:| <

Those are all the answers the wizard needs to create your combo
box.

o) (]
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Creating A List To Find Records

USING A CoMBO Box As A SEARCH TooL IN A FORM

Combo Box On A Form Used As A Search Tool

j b olnl=

4
Customer ID: (1007 \ |
Customer: Bicycle Outfitter
City: [Los Altos |

State/Country: ‘C,b.

Phone Number: |650-948-8092

Territory

|u.5.

Sales Rep ID: |KEWI

Credit Limit:

Terms

|$143,ouu

" cobp
& F.0.B.
" Net 30

d31LdVHD

Locate Customer: A
1007 Bicycle Outfitter -
1008 Bicycle Shop
1009 Bicycle Sport
1010 Bicycle Sport
1011 Bike Doctor
1012 Bikefix
1013 Bilenky Cycle Works
1014 Bingham Cyclery
1015 Bob Brown Cycles
1016 Bob Jackson Cycles
1017 Bohemian Bicycles
1018 Borthwick Framesets Inc.
1019 Brew Racing Frames
1020 Brodie Research And Tech.
1021 Burley
1022 Burro Bikes -
Record: M 4 |§ofl173 | » M i Search
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