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Learning Objectives (1 of 2)

4.1 Create Forms Using Form Tools

4.2 Modify Forms

4.3 Use the Form Layout Control

4.4 Sort Records in a Form

4.5 Create Reports Using Report Tools
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Learning Objectives (2 of 2)

4.6 Use Report Views

4.7 Modify a Report

4.8 Sort and Group Records in a Report
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Creating Forms Using Form Tools
(1 of 13)

• Form—database object used to view, add, or edit data in 

a table

•Reasons exist for using forms:

–Less likely to mistakenly edit the wrong record

–A form can display data from more than one table 

simultaneously

–Customized Access forms can be created to resemble 

the paper forms
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Creating Forms Using Form Tools
(2 of 13)

Form Tool Use

Form Creates a form with a stacked layout that displays all the fields in the record

source.

Form Wizard Creates a custom form based on your answers to a series of step-by-step

questions.

Navigation Creates handy user-interface forms that enable users to switch between various

forms and reports in a database. Six different Navigation form layouts are

available from the list.

Split Form Creates a two-part form with a stacked layout in one section and a tabular layout

in the other.

Multiple Items Creates a tabular layout form that includes all the fields from the record source.

Datasheet Creates a form that resembles the datasheet of a table or query.
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Creating Forms Using Form Tools
(3 of 13)

•Record source—table or query that provides the records 

for a form or report

• Form tool—most common tool for creating forms and 

data entry forms for tables

• Form layouts:

–Stacked layout displays fields in a vertical column for 

one record at a time

–Tabular layout displays data horizontally across the 

page
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Creating Forms Using Form Tools
(4 of 13)
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Creating Forms Using Form Tools
(5 of 13)
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Creating Forms Using Form Tools
(6 of 13)

Form views:

• Form view—user interface primarily used for data entry 

and data changes

• Layout view—enables changes to be made to the layout 

while simultaneously viewing the data in the form

•Design view—enables changes to be made to advanced 

design settings that are not available in Layout view
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Creating Forms Using Form Tools
(7 of 13)
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Creating Forms Using Form Tools
(8 of 13)
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Creating Forms Using Form Tools
(9 of 13)
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Creating Forms Using Form Tools
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Creating Forms Using Form Tools
(10 of 13)
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Creating Forms Using Form Tools
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Creating Forms Using Form Tools
(12 of 13)
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Creating Forms Using Form Tools
(13 of 13)
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Modifying Forms (1 of 3)

Form editing:

•Use Form view to add, edit, and delete data in a form

•Use Layout view to modify the form design while viewing 

the data

•Column widths adjusted in a form with a stacked layout, 

increases and decreases all field sizes together



Copyright © 2020, 2017, 2014 Pearson All Rights Reserved

Modifying Forms (2 of 3)
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Modifying Forms (3 of 3)

Format Method to apply format

Font size Click the Font Size arrow in the Font group.

Font emphasis Click Bold, Italic, or Underline in the Font group.

Alignment Click Align Left, Center, or Align Right in the Font group.

Background color Click the Background Color arrow in the Font group.

Font color Click the Font Color arrow in the Font group.

Number format Use the tools in the Number group to select number formats such as Currency,

Percent, Comma formatting, or to increase or decrease decimal places.
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Using the Form Layout Control
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Sorting Records in a Form
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Creating Reports Using Report Tools
(1 of 12)

•Report—document that displays meaningful information 

from a database

•Access reports can be:

–Printed

–Viewed onscreen

–Saved as files



Copyright © 2020, 2017, 2014 Pearson All Rights Reserved

Creating Reports Using Report Tools
(2 of 12)

•Reports can contain:

–Text

–Numeric data

–Formatting

–Calculated fields

–Graphics
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Creating Reports Using Report Tools
(3 of 12)

Report Tool Usage

Report Create a tabular report that displays all the fields in the selected record source 

(table or query).

Report Design Create a new blank report in Design view. Add fields and controls manually.

Blank Report Create a new blank report in Layout view. Drag and drop to add fields and 

controls manually.

Report Wizard Answer a series of step-by-step questions, and Access will design a custom 

report for you.

Labels Select a preformatted label template and create printable labels.



Copyright © 2020, 2017, 2014 Pearson All Rights Reserved

Creating Reports Using Report Tools
(4 of 12)
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Creating Reports Using Report Tools
(5 of 12)
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Creating Reports Using Report Tools
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Creating Reports Using Report Tools
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Creating Reports Using Report Tools
(8 of 12)
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Creating Reports Using Report Tools
(9 of 12)
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Creating Reports Using Report Tools
(10 of 12)
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Creating Reports Using Report Tools
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Creating Reports Using Report Tools
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Using Report Views (1 of 2)

•Report view—view a report onscreen in a continuous 

page layout

• Print Preview—see exactly what the report will look like 

when it is printed

•Portable Document Format (PDF)—is a file type for 

exchanging documents
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Using Report Views (2 of 2)

• Layout view—used to modify the report’s design while 

still viewing the data

• Layout view is used to:

– Add or delete fields in the report

–Modify field properties

–Change the column widths

–Group, sort, and summarize data
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Modifying a Report (1 of 5)

Common report changes:

• Adding and deleting controls

•Changing the arrangement

•Changing widths

• Formatting controls

•Modifying the title
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Modifying a Report (2 of 5)
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Modifying a Report (3 of 5)
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Modifying a Report (4 of 5)

Further report modifications:

• To add a field to a report, click and drag the field to the 

location on the report

• To remove a field from a report, click the field and press 

Delete

• To adjust column widths, point to the right border and 

drag to increase or decrease the width
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Modifying a Report (5 of 5)
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Sorting and Grouping Records in a 

Report
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Copyright

This work is protected by United States copyright laws and is

provided solely for the use of instructors in teaching their 

courses and assessing student learning. Dissemination or sale of 

any part of this work (including on the World Wide Web) will 

destroy the integrity of the work and is not permitted. The work 

and materials from it should never be made available to students 

except by instructors using the accompanying text in their 

classes. All recipients of this work are expected to abide by these 

restrictions and to honor the intended pedagogical purposes and 

the needs of other instructors who rely on these materials.


