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1.0 Introduction  
In this section, we will continue learning advanced queries, such as the delete and append query. Next 

we will move into form creation by utilizing two different methods and will see different types of form 

properties. Finally, we will learn two ways to generate reports that can be printed for easy distribution.  

2.0 Advanced Queries, continued  

Creating Delete Queries  
Delete queries are created very similar to the way that select queries are created, however, their 

function is different. As you may infer frƻƳ ǘƘŜ ƴŀƳŜΣ άŘŜƭŜǘŜΣέ ŘŜƭŜǘŜ ǉǳŜǊƛŜǎ ŀǊŜ ŘŜǎƛƎƴŜŘ ǘƻ ŘŜƭŜǘŜ 

information from the database.  

To start, begin by creating a query by using the Query Design option. Select the table(s) that you want 

ŀŦŦŜŎǘŜŘ ōȅ ǘƘŜ ǳǇŘŀǘŜ ǉǳŜǊȅΦ hƴŎŜ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ǘŀōƭŜǎΣ ŎƭƛŎƪ ǘƘŜ ά5ŜƭŜǘŜέ ƛŎƻƴΦ 
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When the query runs, the query will delete all records that adhere to the criteria entered into the 

ά/ǊƛǘŜǊƛŀΥέ ŦƛŜƭŘΦ 

Creating  Append Queries  
Append queries are created very similar to the way that select queries are created, however, their 

ŦǳƴŎǘƛƻƴ ƛǎ ŘƛŦŦŜǊŜƴǘΦ !ǎ ȅƻǳ Ƴŀȅ ƛƴŦŜǊ ŦǊƻƳ ǘƘŜ ƴŀƳŜΣ ά!ǇǇŜƴŘΣέ ŀǇǇŜƴŘ ǉǳŜǊƛŜǎ ŀǊŜ ŘŜǎƛƎƴŜŘ ǘƻ 

append information into a table, usually from another table. 

To start, begin by creating a query by using the Query Design option. Select the table(s) that you want 

ŀŦŦŜŎǘŜŘ ōȅ ǘƘŜ ǳǇŘŀǘŜ ǉǳŜǊȅΦ hƴŎŜ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ǘŀōƭŜǎΣ ŎƭƛŎƪ ǘƘŜ ά!ǇǇŜƴŘέ ƛŎƻƴΦ 

 

!ǎ ǎƻƻƴ ŀǎ ȅƻǳ ŎƭƛŎƪ ǘƘŜ Ψ!ǇǇŜƴŘΩ ōǳǘǘƻƴΣ !ŎŎŜǎǎ ǿill prompt you to choose the table that you want to 

append to. Access also gives you the option to choose another database where you can append certain 

data. Next, you will select the table and data that you wish to append to your table. If necessary, you 

Ŏŀƴ ǎŜƭŜŎǘ ŎǊƛǘŜǊƛŀ ƻǇǘƛƻƴǎ ŦƻǊ ǘƘŜ ŀǇǇŜƴŘŀƎŜΦ hƴŎŜ ȅƻǳ ŎƭƛŎƪ ΨwǳƴΣΩ !ŎŎŜǎǎ ǿƛƭƭ ǇǊƻƳǇǘ ȅƻǳ ǿƛǘƘ ŀƴ ΨŀǊŜ 

ȅƻǳ ǎǳǊŜΚΩ ƳŜǎǎŀƎŜΦ hƴŎŜ ȅƻǳ ǎŀȅ ȅŜǎΣ ǘƘŜ Řŀǘŀ ǿƛƭƭ ōŜ ŀǇǇŜƴŘŜŘ ǘƻ ǘƘŜ ǘŀōƭŜΦ 
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3.0 Form Creation and Design  

 

Layout View  

 
Why forms?  Forms are an invaluable way to create customized data entry forms for the person that will 

be adding data to the database.  You can control which data that person can see, which data that person 

can add / change, and which data can be deleted.  Customizability is one of the greatest things that 

!ŎŎŜǎǎ Ŏŀƴ ƻŦŦŜǊΦ  ¸ƻǳ Ŏŀƴ ŎƻƴǘǊƻƭ ŀƭƭ ƻŦ ǘƘŜ ŦŜŀǘǳǊŜǎ ƻŦ ǿƘŀǘ ǘƘŜ ǳǎŜǊ Ŏŀƴ ŘƻΦ  ²ŜΩƭƭ ōŜ ŎƻǾŜǊƛƴƎ Ƙƻǿ ǘƻ 

create forms using the wizard.   

Access 2007 does a much better job at form creation than its predecessors. Most of the time the forms 

we create are just simple, and more visual, ways to enter data into a table or set of tables. The simplest 

ǿŀȅ ǘƻ Řƻ ǘƘƛǎ ƛǎ ǘƻ ǎƛƴƎƭŜ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘŀōƭŜ ǘƘŀǘ ǿŜ ǿŀƴǘ ƻǳǊ ŦƻǊƳ ǘƻ ōŜ ōŀǎŜΣ ǘƘŜƴ ǎŜƭŜŎǘ ǘƘŜ Ψ/ǊŜŀǘŜΩ 

ǘŀōΣ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ΨCƻǊƳΦΩ 
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As you can see from the image above, Access created a form that includes our advisor information. From 

here we can edit existing information and create new records in the advisor table. You can also see that 

Access created a sub-form containing student infƻǊƳŀǘƛƻƴ όƎǊŜŜƴ ŎƛǊŎƭŜύΦ {ƛƴŎŜ ǿŜΩǾŜ ŀƭǊŜŀŘȅ ŎǊŜŀǘŜŘ ŀ 

relationship between our advisor and student table, Access recognizes this, and this sub-form shows the 

information of the students that each particular advisor advises. 

Access 2007 also does a better job at getting the layout of forms to be easier to design. The view that 

!ŎŎŜǎǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƎƻŜǎ ǘƻ ƛǎ ǘƘŜ Ψ[ŀȅƻǳǘΩ ǾƛŜǿΦ IŜǊŜ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘŜ Řŀǘŀ ŀƴŘ Ŏŀƴ ƳŀƪŜ ǎƳŀƭƭΣ ōǳǘ 

also make very useful changes to the layout, such as positioning and size of fields, font size, type and 

color. 

As you enter or edit data you may notice that any fields that we created input masks during our table 

creation are reflected in our forms. Furthermore, any lookup wizards that you created will also be 

reflected in the form. 

In ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ ƭŀȅƻǳǘ ǾƛŜǿΣ ȅƻǳ Ŏŀƴ Ǝƻ ƛƴǘƻ Ψ5ŜǎƛƎƴΩ ǾƛŜǿ ǘƻ ƳƻŘƛŦȅ ǎƻƳŜ ƳƻǊŜ ŘŜǘŀƛƭŜŘ ƻǇǘƛƻƴǎ 

within a form. We will show some of these during class. 

 

In -Class Exercise 

Create two forms: 

 Student information 

 Advisor information 

Resize the fields so they are approximately the same length as the data within the fields. 

Arrange the fields to a position on the form that you like. 

 

Wizard View  
Another way to make forms is by using the wizard view. The ease of creating the forms is very similar to 

that of the Layout view; however, the wizard gives you more options in terms of aesthetics of the form, 

such as field layout, background colors, or designs. 

To create a table by using the wizard, again, single click on the table where you want your form to be 

created. bŜȄǘΣ ǎŜƭŜŎǘ ǘƘŜ Ψ/ǊŜŀǘŜΩ ǘŀōΣ ǘƘŜƴ ǎŜƭŜŎǘ ΨaƻǊŜ CƻǊƳǎΩ ŀƴŘ ǎŜƭŜŎǘ ΨCƻǊƳ ²ƛȊŀǊŘΦΩ ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ 

box where you can selectively add the fields that you want your form to contain. The field listing on the 

left shows the fields that are available to select, where as the listing on the right shows the fields that 

will appear on the form. To move fields from left-to-right, either double-click on the field name or 

single-click on the field name and press the single arrow button. To move all fields, select on the double-

ŀǊǊƻǿŜŘ ōǳǘǘƻƴΦ /ƭƛŎƪ ΨbŜȄǘΩ ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ ƴŜȄǘ ǎŜǘ ƻŦ ǿƛȊŀǊŘ ƻǇǘƛƻƴǎΦ 
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Next, you will be given the option of choosing the layout of the form. Single-clicking on each option will 

show you a general preview of how the form will look, however, it is probably best to use trial-and-error 

ǘƻ ŘŜǘŜǊƳƛƴŜ ǿƘƛŎƘ ƭŀȅƻǳǘ ȅƻǳ ƭƛƪŜ ōŜǎǘΦ /ƭƛŎƪƛƴƎ ΨbŜȄǘΩ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ŀ ǎŎǊŜŜƴ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ǎǘȅƭŜ ƻŦ 

your form. Next, you will be given the option to name your form and then view it. 

In -Class Exercise 

Create two forms by using the wizard: 

 {ǘǳŘŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴΣ ōǳǘ ǿŜ Řƻ ƴƻǘ ǿŀƴǘ ǘƻ ǎŜŜ ǘƘŜ ǎǘǳŘŜƴǘǎΩ Dt! 

 Advisor information 

These will need to have different names than what you named the same forms in the previous exercise. 

 

4.0 Reports 

Layout View  
Reports are a great way to have hard copies of the information generated from within your database. 

Reports can be generated from table information as well as from any queries that you may generate. For 

example, you may have created a query for students that have a GPA of at least 3.5 and need to have a 

print-out of all students who have obtained this GPA. Once you create your query with this information, 

you can then create a report to show the information in paper form. 

To create a report: start just like you do a form, by single-clicking on the table/query and then selecting 

ǘƘŜ Ψ/ǊŜŀǘŜΩ ǘŀōΣ ǘƘŜƴ ΨwŜǇƻǊǘΦΩ 
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Access will now generate a report in Layout view. Just like with the Layout view of forms, you are now 

able to make changes to the data format, font size, color, field length, etc. 

Access 2007 now includes a simple way to generate overall totals from you dataset. For example, since 

we are dealing with students with GPAs of, at, or above 3.5, we may want to show the number of 

students with this high GPA on our report (although the dataset we are working with only contains a few 

students, this would be useful in larger datasets). In addition, Access also can generate statistical data of 

numeric data. For example, maybe we want to know the average GPA of the students listed or maybe 

the standard deviation for more advanced statistical analysis. 

Once your report is generated, to generate these data, select the column of information that you want 

ǘƘŜǎŜ ƻǾŜǊŀƭƭ ǘƻǘŀƭǎΦ CƻǊ ƴƻǿΣ ƭŜǘǎ ǎŜƭŜŎǘ ǘƘŜ ¦L5 ŎƻƭǳƳƴΣ ǘƘŜƴΣ ƛƴ ƻǳǊ ΨwŜǇƻǊǘ [ŀȅƻǳǘ ¢ƻƻƭǎΩ ƳŜƴǳ ǿƛǘƘƛƴ 

ǘƘŜ ΨCƻǊƳŀǘΩ ŎƻƴǘŜȄǘǳŀƭ ǘŀōΣ ǎŜƭŜŎǘ ǘƘŜ Ψң ¢ƻǘŀƭǎΩ ōǳǘǘƻƴΦ IŜǊŜ ȅƻǳ ǿƛƭƭ ōŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ŀ ƭƛǎǘƛƴƎ ƻŦ 

overall totals that will correspond to the data that you have selected. Since we have selected a non-

numeric field, the only oǇǘƛƻƴǎ ǿŜ ƘŀǾŜ ŀǊŜ Ŏƻǳƴǘ ƻǇǘƛƻƴǎΦ {ŜƭŜŎǘ Ψ/ƻǳƴǘ wŜŎƻǊŘǎΦΩ ¸ƻǳ ǿƛƭƭ ǎŜŜ ǘƘŀǘ 

Access generates a line with the number of records below the last record. 
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CƻǊ ƻǳǊ Dt! ŦƛŜƭŘΣ ǿŜ Ŏŀƴ Řƻ ǘƘŜ ǎŀƳŜ ǇǊƻŎŜǎǎΣ ƻƴƭȅ ǘƘƛǎ ǘƛƳŜ ŀŦǘŜǊ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψң ¢ƻǘŀƭǎΩ ōǳǘǘƻƴ ǿŜ will 

see a listing of mathematical options, such as: sum, average, max, min, standard deviation, and variance. 

Again, by choosing an option, you will see the value listed below the last GPA record. 
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In Class Exercise 

Create two reports using the layout view: 

 Student Information, containing all fields except GPA. 

 Advisor Information, include all fields. 

Wizard View  
Just like creating forms within wizard view, you can create reports using the wizard view by following 

the same basic steps. 

The report wizard ƛǎ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ΨwŜǇƻǊǘǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ Ψ/ǊŜŀǘŜΩ ǘŀō ŀƴŘ ƛǎ ǘƛǘƭŜŘΣ ΨwŜǇƻǊǘ ²ƛȊŀǊŘΦΩ 

This should be pretty straight forward since the steps are similar to those in the form creation. Go ahead 

and try the next In Class Exercise. 

In Class Exercise 

You may need to create a query to show this information prior to building your report. 

/ǊŜŀǘŜ ŀ ǊŜǇƻǊǘ ǎƘƻǿƛƴƎ ǎǘǳŘŜƴǘǎΩ ¦L5Σ CƛǊǎǘ ŀƴŘ [ŀǎǘ bŀƳŜΣ Dt!Σ ŀƴŘ aŀƧƻǊΦ !ƭƭ ǎǘǳŘŜƴǘǎ ǎƘƻǳƭŘ ŀǇǇŜŀǊΦ 


