LSP 121 – Forms and Reports in Access
In this activity, you are going to create a simple form to accompany the dataset from the real estate example database.

Open the Real Estate database file.  Click on the Create tab and then click on More Forms and then select Form Wizard.
Remember to save frequently.

The Form
Begin by choosing the database table(s) you wish to create a form for. For now, we’ll just create one form for the Listings table: Under Tables/Queries, choose “Table: Listings”.

Then choose which fields from the table you wish to include in your form.  In this case, include all the fields from the table. 
Format your form: Make sure all captions for all fields display nicely and completely.  Access 2007 sometimes does an excellent job with the initial formatting. However, you may have to do quite a bit of rearranging to make things look nice.  Make sure all field titles and field values are not chopped off.

Leave the fields Listing Number, Address, City, Zip, Taxes and School District as they are.

Let’s change the State text box to a list box.  One way is to click on the existing State text box (in your design) and hit the Delete key.  (Make sure both the text box and the label State are deleted.)  
Before you proceed, be sure the following two buttons are selected: 
· Field List (Design ( Tools ( Add Existing Fields)  
· Use Controls Wizard (Design ( Controls ( Use Control Wizards)
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In the Controls window click the list box button (circled here),
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 then click on the name State in the Field List and drag it over to the design area.  As you release the mouse button, a wizard should automatically pop up.  For the first question, select “I will type in the values that I want”.  Leave the number of columns as 1 and skip to the blank box below Col1.  In this box enter a state, such as IL.  In the next row enter IN, and maybe one more like OH.  Then click Finish.
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Now move your list box so that it is under ‘City’ and reshape it so that it has a look consistent with the rest of your table.  You do this by click-and-dragging the orange bars. Note that both the label “State” and the list box are moved and resized at the same time. 
Make the fields Number of Stories (1,2,3,4), Heating Type (Gas FA, Gas Boiler, Electric, Solar, Gas Steam), and Frame Type (Frame, Brick, Block) combo boxes in the same method as above.
· Delete from the form’s design-view
· Choose ‘Combo Box’ under controls. (If you’re not sure which is the combo box button, hover your mouse over a button and after a brief pause Access will tell you the type of object). 

· Drag the field (e.g. ‘Heating Type’ from the Field List window to the Design View window).

Don’t forget to save!!
The fields Basement and Central Air should be checkboxes. Basement is already done.
The design view of your form should look something like this:
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Finally, create a subform within this form.  In the Controls window, click the Subform button.  Then move your cursor over to the design area and click once.  Once again a wizard should pop up asking you how you want to create this subform.  The subform should include the data from the Room’s table.  Include all the fields.  Then click Finish.  After the subform is inserted into your form design, you may have to play some more with the spacing. Remember that you can move between the Design View and Form View by right-clicking (as you did with table-design and queries). The Layout View is also very convenient. Ultimately, your form should look something like this: 
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Once the form looks satisfactory to you, step through the records and select a house listing that displays multiple rooms.  You can view different records from the table by clicking on the arrows at the bottom of the form view: 
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While holding down the Alt key, press the Print Screen key.  This will make a copy of the screen image. (Although some of the labs on campus require you to hit the Copy button on the top of the screen after pressing the Alt-Print Screen key combo.)  Then open a Word document and press Ctrl-V.  This will paste the image into your activity document.  
Entering a new record into the database using the form: Note the arrow with the little golden box. This creates a completely new record allowing a person to enter a new record into the database without ever having to mess around with the datasheet view. While we are comfortable with this view, most casual database users are not!
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Create a new record using this tool. WITHOUT actually doing it, imagine for ‘Listing Number’ you were to enter the value ‘2’ (without quotes).  What do you think will happen?  ANSWER BEFORE DOING IT. Now try it and explain what occurs. 

Creating a Report in Access

You might want to start both reports using the report wizard, and then go into design mode and tweak it to fine-tune the look.

1.Using the Real Estate database and the Listings table, create a report which includes the following fields:

Listing Number, Address, City, Frame Type, Taxes, and School District.

The report should print the records based on Listing Number in increasing order.  Do not do any Grouping. At the end of the report (in the report footer, not the page footer), print the sum of all the taxes with an appropriate caption.  To do this, from the Controls menu (the Toolbox) put a Text Box in the report footer (you may have to make the report footer larger by clicking and dragging the bottom line of the footer that says ‘Report Footer’). Set the contents of the text box to =Sum([Taxes])   .  Assign this textbox a datatype of currency:  right-click on the =Sum([Taxes]) box and in the Properties table change the Format to Currency. Look closely and you will see that a second textbox has also been automatically created. This is for the label. Initially it will say something meaningless like ‘Text 17’. Change it to read “Total Taxes”.
To demonstrate your output on this activity, show the last page of the report and be sure that the taxes at the very bottom are visible.  Make sure no labels or values are truncated and that everything looks nice, like a good report should.

Then do a print-screen and paste the results into your activity.  It should look something like mine here (but should say ‘Total Taxes’ in the label): 
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2. Using the table Authors in Report Sample database, create a report of the following format:

Author Name



Book Title





Edition

Units Sold
Royalty Amount







Total Book Royalties:  $xxxxxxx







Total Author Royalties: $xxxxxx

Total Book Royalties is the total of Royalty Amount for all editions of a particular title.

Total Author Royalties is the total of Royalty Amount for all books of a particular author.

Do not sum the Units Sold.

You should have two (and only two) Grouping levels: (Author) Name and Book Title.

After you have grouped by Name and Book Title, you can sort the remaining fields by Edition order.

At the end of the report, print the total royalty amount for all authors.  Do this while in the wizard by clicking on the Summary Options button.  You want a sum for the royalties only, not the units sold.  And you should include this sum in both the detail and report footer.

Print a copy of the output from this report. Once again, do not do an Alt-Print Screen here. 

For example, part of the report should look something like this:

Author

Book Title

Edition
Units Sold
Royalty Amount
Smith



Fun in College






1st

8320

$14,902.48






2nd

7301

$10,366.92








Total Book Royalties:  $25,269.40








Total Author Royalties: $25,269.40

Jones



How to Study






1st

1000

$2000.00






2nd

2000

$3000.00








Total Book Royalties: $5000.00



How to Get a Job






1st

3000

$4000.00






2nd

4000

$5000.00








Total Book Royalties: $9000.00








Total Author Royalties: $14,000.00






Total Royalties (All Authors): $39,269.40
