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Instructor’s Notes

Data file notes:
The Brief Data File databases build from Tutorial 1 through Tutorial 4, the Intro Data Files databases build from Tutorial 5 through Tutorial 8.  To deter students from using the starting Tutorial 5 Data Files databases as their ending Tutorial 4 databases, there have been changes made to the ending Tutorial 4 databases to make the starting Tutorial 5 databases.  Please see the document titled “Databases Differences from Tutorial 4 to 5.doc” in the Additional Faculty Files folder of your Instructor Resources CD for a description of these differences.

The Comprehensive Data Files databases build from Tutorial 9 through Tutorial 12. To deter students from using the starting Tutorial 9 Data Disk databases as their ending T8 databases, changes have been made to the ending Tutorial 8 databases to make the starting Tutorial 9 databases. Please see the document titled “Databases Differences from Tutorial 8 to 9.doc” in the Additional Faculty Files folder of your Instructor Resources CD for a description of these differences.

Creating a Form Using the Form Wizard
Tell students that they can create a form from scratch or they can create a form using the Form Wizard.   Often using the Form Wizard is a good place to start.  They can build the form and then add features to it later.  The Form Wizard will lead them through a series of choices to help them develop the form based on a table or a query. Students will need to select the type of layout they want for their form, the style of the form, and a name for the form. 

Encourage students to provide a name for the form that is descriptive of how the form will be used.  Also encourage students to try the different layouts to observe how they would look.

Within the Wizard, students will need to select the table or query on which the form should be based.  Explain that if the form is based on a query, the available fields within the wizard will be those used in the query.  After they have selected the table or query on which the form will be based, they will select which fields will be used on the form.

Explain that it is quite helpful to plan the form before they create it.  They will choose which fields will be included on the form and approximately where they should be placed.  This will save them time while creating the form.

Caution students about forms that do not contain all the fields of table.  Since the form can be used to actually update table data, any fields left off the form will not be updated.   MACROBUTTON ATI_Comment<--Comment-->
Explain that, in the book, these decisions are made for them.  When they design their own database, they will have to decide which fields to include in a form.  It is a good idea to draw out a plan of the form before you begin so that they will know what to include on the form.
Changing a Form's AutoFormat

Students may want to change the appearance of a form after it has been created. The Autoformat makes it quite simple to change the entire appearance of a form.  This is easily done by clicking on the AutoFormat button and then making a selection.  Clicking the button beside each format will provide a sample view of that particular format. Encourage students to look at each one and carefully consider which they would like to use.  This is, basically, just a matter of preference.

Point out the AutoFormat options on the bottom of the AutoFormat Dialog box.  The options allow you to choose which attributes to apply to the form.  The choices include the font, color, and border attributes, allowing additional flexibility in choosing a format for their forms.

Quick Quiz

1. The _____ allows you to create a form using all the fields in the selected table or query. (Answer: B)
a. Form Wizard

b. AutoForm Wizard

c. Form Designer

d. Form Helper

2. When creating a form, you would choose the _____ if you want to display the fields from multiple records at one time.  (Answer: Tabular or Datasheet)
3. True/False: When you create a form using one of the wizards, you will be unable to alter its appearance. (Answer: False)
Classroom Activity

Refer students to the second step of the Form Wizard.  Have students look at each layout and decide when it would be best to use each of these.  If you have time, consider repeating the steps on page AC 132-135 but have them choose the different layouts each time.  It is helpful for students to see their other options so that they can make an informed decision when they make their own forms.
Finding Data Using a Form

Although you can navigate through all the records in a form with the navigation bar, sometimes it is desirable in a large database to “jump” directly to a particular record.   The Find command makes it possible to find a particular record more quickly. The Find command will allows the user to specify the record they want to see and then will navigate directly to that record. 

To use the Find command, the cursor should be placed in the form on the field in which you want to search. Then press the Find button and enter the value you are looking for. The form will then display the record(s) that match your “Find criteria”.  For example, if you want the record for the customer whose last name is “Smith”, the cursor should be placed in the LastName field on the form.  Then, when the Find button is pressed, the user should type “Smith” in the Find What box.  When the “Find Next” button is pressed, the form will display the first record with “Smith” in the LastName field.

The Search value can be an “exact match” or a wildcard character.   The wildcard is useful if you do not know the entire value you are looking for or if you want a range of values. For example, perhaps you want to see all the customers whose last name starts with “S”. You could use the search value of “S*” which will find all names that begin with “S” and are followed with anything else. 

 MACROBUTTON ATI_Comment<--Comment-->

Previewing and Printing Selected Form Records

Access allows you to print the forms. Each printout page will contain as many records as can fit on a page. You can specify how many records you want to print which can be just one record, a range of records, or all the records.

If you choose to print all the records, they will be printed down the page. This is often not a very attractive presentation of the data because forms tend to span over a page break.  Often it is better to specify that you only want to print one record or a range of records. If a particular record is being displayed in a form, you can print that particular record by choosing the “Selected Record(s)” option on the Print dialog box.

You can also specify on the print dialog box that you want to print a range of pages. For example, if you wanted to print records 3 -5, you would first select the Pages button and then enter a “3” in the From field and “5” in the To field.  

You might want to mention to students that printing records in a form is not usually the best way to provide a listing of table/query data.  Rather, when they want to print a large amount of data from the database, it is usually best to create a report and print a more attractive presentation.  Later, in this tutorial, they will learn how to create a report.

Maintaining Table Data Using a Form

Not only can the data be viewed in a form, but you can also make modifications to the data right in the form. Remind students that forms are built on underlying tables or queries.  The data that is being viewed in the form is “live” data from the table(s).  Any modifications (changes, additions, deletions) made to the data in the form, is recorded directly in the table.  

The form should be used to navigate to the record to be changed.  Now, the data can be modified as desired.  When you move off the record, the changes are made directly to the table. Access will allow you to add, modify, and delete records in forms view.  Remind students that Access updates table data as they work, and it is not necessary to tell Access to save the modified data.  You might want to illustrate this by making some changes in a form and then open the underlying table which will show that the changes have been made.  

Point out that, when a form is in “Editing Mode”, a small pencil will appear in the upper left hand corner.   MACROBUTTON ATI_Comment<--Comment-->

In addition to making changes to a record in the form, you can also delete an entire record. Remind students that deletions are made immediately and they will not be able to recover that record once it is deleted. Students should always approach deletions of any kind with caution.

Continually reinforce the concept that the storage location of the database must be available at all times since data is constantly being updated during use of the database.

Classroom Activity

Have students make add a new record to one of the tables using just the datasheet.  Then have students delete that record in the datasheet.  Next have students make the same update but this time using the form.  Again, have students delete the record they added.  When finished, ask students to evaluate which process was easier.  Explain that often multiple records are entered at the same time.  Which of these (datasheet or form) would be most useful if you were going to enter, say, 100 records?  Then consider which would be best if you were just going to make one update.  Students should learn to be versatile as they consider the tasks they need to perform.
Checking the Spelling of Table Data Using a Form

You can use the Spelling feature of Access to check the spelling of the data in your table. The Spelling feature will look for any words that are not currently in the Access dictionary. The Spelling feature works exactly like the Spelling feature of other Microsoft Applications.  It is possible to change the way the Spelling feature works by changing its options in the Options dialog box. For example, you can choose another language for the Spelling feature. You can also add words to the dictionary in the Options dialog box.

When the spelling feature locates a word that is not in its dictionary, it will display a dialog box  showing some suggested changes.   MACROBUTTON ATI_Comment<--Comment-->
The “misspelled” word is displayed in the top text box and some suggestions appear below the word. You can either select one of the suggestions or you can type your own change. When you press the “Change” button the suggested text will be placed in the document. 

You might suggest to students that, if there is a word they use on a regular basis which is not in the Spelling dictionary, they consider pressing the “Add” button to add that word to the dictionary. For example, their name might be a word they often use but, because it is not in the dictionary, always comes up as a misspelled word. It will save them time if they add their name to the dictionary and thus avoid having the spelling dialog box come up every time they use their name.

Quick Quiz

1. The ____ character is used to match any single alphabetic character. (Answer: b)
a. *

b. ?

c. []

d. !

2. You can use the _____ command to search for data in a form or datasheet. (Answer: Find)
3. You can easily update data in a form, however, you cannot delete or add records in a form. (Answer: False)
Answer: 1. b: 2. Find; 3. False
Creating a Form With a Main Form and a Subform

You can create a form with a subform on two tables that have a previously established relationship. When the relationship between the tables is a one-to-many relationship, the main form will consist of data from the primary table and the subform will consist of data from the related table. The Form Wizard will make it easy for students to create a form with a subform. By selecting two related tables in the Form Wizard, a form with a subform will be produced.

The form with subform is a great way to display data for tables that have a one-to-many relationship. Consider spending some time talking about the part of the Form Wizard where they choose the Main/subform format.  On this dialog box, they should carefully review the sample in the right pane of the dialog box. In this example they can see how the data will be displayed.  The top portion shows the fields that will be displayed in the main form and the lower portion shows the fields to be displayed in the subform.

Make sure students understand that they will have two sets of navigation buttons. The “outer” navigation buttons apply to the main form whereas the “inner” navigation buttons apply to the subform.

Consider creating another form to illustrate what a “Linked form” would look like.  Create the same form as the one in the book only choose “Linked form” instead of “Form with subform(s)”.  It is good to let students see this different format.  This is a good choice to use when the main form contains a large amount of data leaving little room for the subform.  With this option, the subform is only displayed when desired.
Creating a Report Using the Report Wizard

You can easily create a formatted printout of data in table(s) in a database by using the Report Wizard. Just like the Form Wizard, the Report Wizard will ask a series of questions to help format the report according to specifications. Once the report has been created, either with the Report Wizard or your own design, you can change the design later. The choices you make in the Report Wizard are similar to the choices in the Form Wizard. Choices include grouping and sorting options as well as report layout options. You can preview the report to view how it will look when printed.

Spend some time discussing the Report Sketch provided in the tutorial.  You might want to lead a discussion about how the report designer made the decisions that are included on the sketch.  Ask students if they can think of a better layout of the report.  Ask them also how they think this report might be used.

The Report Wizard will take you through a series of steps that guide you through the development of a new report. Before you run the Report Wizard, students should decide what table(s) or query(s) you want to be the basis for the report. They should also decide what fields they want to be included in the report.

Next, students should decide how they want the report to be grouped or if they want the report to be ungrouped (a straight down list of the data).  Usually when two or more tables are involved in a report, grouping is desired.  In the book, the report is grouped by Employer.  You might want to create a report grouped by Position just to show the results of this selection.    

On the last page of the Report Wizard, students will select the layout of the report. The Report Wizard gives some examples of report layouts. However, the examples are not all that helpful. You will probably want to “try out” each example and view the final report to see how they look. The report layout can be changed later.

Explain how using the Print Preview will save ink and paper. Encourage student to always look at the report in Print Preview to see if the report is as they want it to be. If not, they can make changes and then look at the Print Preview again.  When they are satisfied with how the report looks, they should actually print it.  Students rarely understand the importance of conserving paper and “ink” when they are working in a lab.  You might want to find out how much of your lab budget is spent on paper and ink cartridges and share this information with students.  Maybe this would help them use the Print Preview more often to help keep expenses down. 
Quick Quiz

1. When you create a form from two tables that are related you actually create a main form for the data from the _____ and a subform for the data from the related table.  (Answer: d)
a. First

b. Related

c. Relationship

d. Primary

2. You modify a form in _____ view. (Answer: Design)
3. True/False: You can customize how the Spelling feature works in Access by changing the settings on the spelling tab of the Options dialog box. (Answer: False)
Inserting a Picture in a Report

You can insert a picture into a report to improve its appearance. The picture can be taken from scanned images, images created in Microsoft Paint, or other pictures created in other graphic programs. Once the picture is inserted into the report, you can move it around and size it to the size and location you prefer.

The picture you insert must be created before you try to insert the picture. Any created image can be inserted into your report (or form). Be sure you know where the picture is located on your disk before you begin to insert the picture. You will click “Insert” on the menu bar and then select “Picture” from the drop-down menu. You will then have to navigate to the location of the picture, select it, and then press “OK”.

Discussion Questions

1. When you use the Form Wizard, you can choose between several layouts for the form.  The Tabular and Datasheet layout display multiple records on the form.  The Columnar and Justified layouts display a single record at a time.  Discuss the advantages of each of the layouts (you might want to have students try each of these layouts before having them discuss this question).  When would you want to display only one record at a time and when would you want to see multiple records at a time?  When would it would be advantageous to use a form and when a subform?  Think of examples of when each of the form types would be most appropriate.

2. Discuss the advantages of previewing a report before printing it.  Do you think there would be advantages to printing it out first, reading it through, making corrections, and then printing it again?  Before you answer, imagine that the report contains 1000 records.  Does your lab require you to pay for the paper you use to print? (Some schools do).  Do you think that this is fair or do you feel that you should have unlimited printing privileges?  If you work at home, would you be more likely to view a Print Preview to save on printing costs?   Are there other advantages to previewing the report besides just being thrifty?

3. When preparing to create a report, it is often useful to sit down away from the computer and sketch out a design for the report.  What would be the advantage of doing this?  Do you think it would be worth the effort? Why or Why not? 

4. You observed several options for the appearance of a form.  Do you think it would always be appropriate to create forms based on one of the “fancy” templates?  Do you think that the template might be a distraction when enter data into a form?  

Find Additional Cases from New Perspectives on Microsoft Access 2002 Comprehensive on www.course.com to use with New Perspectives on Microsoft Access 2003.
Key Terms
	Term
	Definition

	AutoForm Wizard
	A feature that helps you create a form automatically, using all the field in the selected table or query.

	Detail Record
	The set of field values for each record in a report.

	Error Checking Options
	A button that appears any time Access identifies a possible error.

	Find Command
	A feature that allows you to search for data in a form or datasheet so you can display only those records you want to view.

	Form Wizard
	A feature that help you to create a form but allows you to choose some or all of the fields in the selected table or query.

	Main form
	The primary table portion of a form involving two related tables.

	Report Wizard
	A feature that helps you create a report by asking you a series of questions and then creates a report based on your answers.

	Spelling Feature
	A feature that searches through the data and identifies any words that are not included in its dictionary.

	Subform
	The relate table portion of a form involving two related tables.

	Wildcard Character
	A placeholder you use when you know only part of a value or when you want to start or end with a specific character or match a certain pattern.
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