[bookmark: UseWizards]
General Tips


When should you use the Wizards
MS Access has a variety of wizards to make things easy for you. However, we recommend that you ignore some of them as it will make life easier for you, we promise! 
I will break this down into wizards for creating tables, queries, forms and reports.
	Object
	Which
	Why

	Tables
	Design view
	You have much more control over what fields to include, field names, and properties.

	Select Queries
	Design view
	 

	Cross-tab Queries
	Wizard
	 

	Forms
	Wizard
	Saves time.

	Form Switchboard
	Design view
	No fields to link to switchboard in most cases.

	Form based on prebuilt template
	Design view
	You can retain the look and feel of your template to retain a consist look in your application. Faster than using wizard and then manually recreating your consistent look.

	Reports
	Wizard
	Saves time.

	Macros
	Design view
	No wizard option.


There is one caveat to this. If you are designing a database with prebuilt form templates then we recommend creating a copy of the form template and then going straight to design view. We have a topic that covers this area.
[bookmark: WhatAreWizards]What are Wizards and are they all installed?
The Access Wizards can save a great deal of time when producing standard items. Wizards also make the process of developing more complex items such as crosstab queries and combo boxes easier. 
A Wizard works by taking you through the process of creating various items step-by-step. 
To make sure that you have all your Access Wizards installed: 
Run your MS Office setup program Setup.exe by double-clicking on it (making sure all other programs are closed). 
Click the Add/Remove button, then highlight the 'Microsoft Access' option, and then click the 'Change Option'.You will see two Wizard options displayed, 'Wizards' and 'Advanced Wizards'. Make sure that both corresponding check boxes are ticked and then click 'Ok'. 
If the Wizards hadn't been previously installed (either or both boxes were initially unticked) then the installation process will start. When the installation is complete you should have access to all the wizards. Use them wisely and they will pay you back in time savings and ease of use.
[bookmark: DefaultValues]Default Values can save you time
Default values can save a great deal of time. When you build a table you can specify a default value for each field in the database. Often fields will only contain a limited range of information, or perhaps one particular value will be far more common than any other. In such cases, setting such a value as the default could save a great deal of input time. 
For example, in an order processing database that has a field that records the 'delivery type' for each order, the vast majority of the orders are despatched via "Standard" post, rather than by "Express" or "Next Day". Setting the default as "Standard" for the 'delivery type' field would save you from having to manually type it in each time. Another example would be setting the default as =Date() in a date field for RecordCreationDate. This would put todays date in the that field.
You can set up a default value in Table Design view. Click on the relevant fields and then enter your default value in the "Default Value" property at the bottom of the design view window. Alternately, you can set your default value in form design view. Bring up the properties of the field (right mouse click on field, click properties) and then enter your value under the default value property.
[bookmark: Display&]How to display an '&' in a label
To make your label show: Cat & Dog, simply type in: Cat && Dog
Trust me - this works!
[bookmark: OpenCombo]Open a combo box without the mouse
Move to the combo box and press ALT+DOWN ARROW
[bookmark: CCDefault]Can I set a default values for calculated control?
Access does not allow you to do this as it defeats the object of a calculated control.
[bookmark: MultiColumnComboBox]How to refer to a column in a multiple-column list box or combo box
You need to create an expression that refers to the Column property of the list box or combo box control.
The syntax follows the form:
[Forms]![Form Name]![Combo Box Control Name].[Column](n)
Amend the Form Name and Combo Box Control Name and enter the column number n, where n will be one less than the actual column number because Access counts from zero for column one and so on.
[bookmark: ComboFind]Using Combos to select form records
There are several ways to get to the record you want on a form. You can flick through the records using the navigation buttons; you can use a filtering technique; or you can use the find facility.
In many instances all of these can be quite slow. Using a combo can be faster.
Let's say we have a form that contains client records, and we want to get to a specific client record quickly.
To set up a combo box to do this, go to the forms design and add a combo using the combo button found on the toolbox toolbar. The combo wizard will start up (as long as you have it installed).
You will have 3 options to choose from. Pick the 'Find a record on my form based on the value I selected in my combo box' option. You will then need to specify what information to have in the combo. If we are using a combo to select client records, we will need to include the unique ClientID field along with a descriptive field - such as client or company name - that will be displayed in the combo and helps us identify the records.
Follow the prompts, choosing the field that uniquely identifies the record (probably the ID).
If you choose an ID field you will probably want to hide it so that just the client/company name is displayed.
When asked what field to store the selected value in, choose the 'Remember value for later use option', as we don't want to store the selected value.
When your combo box is complete you can use it to go straight to the record you want, either by using the drop down and selecting, or alternatively, but typing directly into the combo. As you type the combo will move to the record that matches you input. When it reaches the one you want hit the enter key and the form will move to that record.
[bookmark: ShortcutKeys]Nine Shortcut Keys that save you time
Moving through and entering data can be speeded up significantly by using shortcut keys. 
Here’s a list of some of the more useful shortcuts: 
To undo typing CTRL+Z or ALT+BACKSPACE 
To Undo changes Hit ESC once for current field, ESC twice for current record 
To insert the current date CTRL+SEMICOLON (;) 
To insert the current time CTRL+COLON (:) 
To insert the default value for a field CTRL+ALT+SPACEBAR 
To insert the value from the same CTRL+APOSTROPHE (') field in the previous record 
To add a new record CTRL+PLUS SIGN (+) 
To delete the current record CTRL+MINUS SIGN (-) 
To recalculate the fields in the window F9
[bookmark: CustomShortcut]Adding Custom Shortcut Keys 
Custom shortcut keys can make navigating through your database far easier. If you want to be able to quickly switch to a particular field on a form you can do so with a shortcut key. 
To assign a shortcut key to a field, edit the caption property of the label of the particular control you want to jump to, adding an '&' before the letter you want to act as the shortcut key. 
For example, if you wish to be able to jump to a 'Name' field you could edit the 'Name' label accordingly: 
N&ame 
In Form View the label will be displayed with the 'a' in name underlined: 
Name 
Pressing ALT-a will switch the focus to the 'Name' field. This technique can be used on any object that has a caption property. 
[bookmark: ExclamationOrPeriod]Exclamation point or period - which do I use and when?
There is a basic rule to follow here; if you name something yourself then use the exclamation point, if Access has named something then use the period. For example, form names and control names need an exclamation point. Properties need a period.
If you use the Expression Builder, the punctuation is filled in for you when you select a control or property, together with the names of the objects and controls.
[bookmark: CopyPreviousRecord]How to copy a previous records values into a new record 
If you find that you often enter the same value in one field of your table you can use two methods to save re-typing the data. 
1. Using CTRL+' (apostrophe) will repeat the value input in the previous record. 
2. Amend the field's DefaultValue property in Design View to the most commonly used value. 
[bookmark: FieldNullValue]"Field 'field name' can't contain a null value". What does this mean? 
When you set the Required property of a field to Yes, you must have an entry for that field or Access will not let you save the record. Either input a record into that field or set the Required property to No. 
[bookmark: Recordset]Recordset - what are they? 
Access has three main types of Recordsets which are sets of records that behave like objects. Recordsets represent data either from a table or from a query. 
A Table-type Recordset is a representation of a base table that you can use to add, change, or delete records from a single database table. 
A Dynaset-type Recordset is the result of a query that can have updatable records. 
A Snapshot-type Recordset is a static copy of a set of records that you can use to find data or generate reports. 
[bookmark: DiffBetweenDates]Calculating the difference between dates 
If you have two date fields you may wish to calculate the time between them. This can be done in a number of ways, either as a calculated field in a query, as a calculated control in a for or report, or as a calculation in a VBA procedure. 
The basic syntax to get the number of days between two dates is:
=[One date field] - [Another date field] 
You can also use the following functions: 
=Month([One date field] - [Another date field]) 
which will calculate the number of months between the two fields, or:
=Year([One date field] - [Another date field]) 
to return the number of years between the two fields. 
There is another function, the DateDiff() function. This uses an argument to determine the how the time interval is measured. For instance,
=DateDiff("q",[One date field] - [Another date field]) 
will return the number of quarters between the two fields. The other intervals that can be used in this expression are as follows: "yyyy" - Years, "q" - Quarters, "m" - Months, "y" - Days, "d" - Days, "w" - Weekdays, "ww" - Weeks, "h" - Hours, "n" - Minutes, "s" - Seconds. 
Tables
[bookmark: WhyIndex]When and why to use Indexes
You should use an index on any field that you will want to sort, search, or join to another table. They will speed up these tasks. However, each index makes the database file larger and can slow it down, so only use them when you need to. 
[bookmark: StartingAutoNumber]How can I change the starting value of a AutoNumber type field?
First of all you need to create your table with an AutoNumber type field. Do not enter any records. Then create another table with only a single Long Integer Number type field. Ensure this field has the same name as the AutoNumber field in the first table. Enter one record in the second table that is a number one less than the required start of the AutoNumber for the first table. 
Now create an append query to append the record in the second table to the first table and run the query. You can now delete the second table and begin entering your data into the first table. 
[bookmark: RefIntegrity]Referential integrity, cascading updates and cascading deletes - what does it all mean? 
When you create related tables in Access and check the Enforce Referential Integrity box, Access will not allow you to add records where there are no related records in another table, make changes to records, or delete records in one table where there are other related records in another table. This would cause you to break the relationships between the tables that you have defined. 
However, by selecting to Cascade Update Related Fields after you have enforced referential integrity, Access will automatically update all related records if you amend or add data. For instance if you change a customer's reference number Access will update all occurrences of that number in related records. 
Similarly, by selecting to Cascade Delete Related Fields, Access will delete related records in related tables. You may wish to delete an employee from the database. All related references to that employee can then be removed from the data. Access will ask for confirmation before deleting records. 
[bookmark: HidingRows]Hiding Rows and Columns in Tables
You can reduce the width of a column in table by using the mouse to drag the column edge to the desired width. Position your mouse pointer at the right of the field selector for that column and drag it to the left. If you drag it beyond the left hand side of the column you will hide the column.
You can decrease the height of a row in a table in a similar way. Simply position the mouse between the two record selectors at the left side of the table and drag to the required height. When you change the height of the row it will make all rows for that table the same. For this reason you cannot hide the row by dragging the bottom above the top of the row as it would hide all rows for the table.
[bookmark: DeleteDups]How to delete duplicate records in your table
Access will not actually allow you to delete records from a table but you can create a new table to which holds the same records but without the duplicates. Then delete the old table and rename the new one.
1. Use a make-table query based on this table only. IMPORTANT - Ensure that you include all of the fields from your original table in the QBE Grid, otherwise you could loose data.
2. Open the query's property sheet by using VIEW, QUERY, PROPERTIES, and set the Unique Values property to Yes
3. Because you have selected the Unique Values to Yes when you run the query, Access creates a new table without duplicate records. You can now delete the old table and rename the new one.
[bookmark: OverdueAccounts]How can I find all of my overdue accounts?
You need to create a filter that compares today's date with the InvoiceDate in your table. To do this you select that field for your filter and in the criteria row enter:
<Date()
This filter will return records where the InvoiceDate is before today's date. 
You can then manipulate this if, for instance invoices are due 14 days after the invoice date, the code would look like this:
<Date()-14
This filter will return records where the InvoiceDate is 14 days before today's date.
[bookmark: RemoveTables]How to remove tables from the Relationships window
You don't have to delete your table. Simply select the table in the relationships window, then Right Clik and REMOVE TABLE. This does not change any relationships the table has and you can always add the table again if you need to by using ADD TABLE from the relationships menu.
 
 
 Queries
[bookmark: HowManyTables]How many tables can be used in a query?
You can use up to 32 tables in a query. 
[bookmark: HowManyFields]How many fields can I sort by in a query?
You can sort by up to ten fields in a query by using the Sort row. Access sorts form the leftmost field first and works it's way to the right.
[bookmark: SortByField]What if I do not want the Sort by field at the left of the Query Dynaset?
It is possible to use a field to sort by and then add the field again in a different column of the query's dynaset. Use the Show check box to hide the sort by column and show the field elsewhere.
[bookmark: ParameterQueries]Use Parameter Queries to get more life out of a query
Often you may want to run a query using specific criteria to return specific records. You can type the criteria into the design window, but if you want to change the criteria every time you run the query then going into the design window and updating the criteria would get very time consuming. So you can use a parameter. 
If you wanted to return sales transactions that concerned only a certain type of product, then in the query design window you could type "[Enter product type]" in the "Product Type" criteria box. When the query runs, you will be prompted ("Enter product type") to enter a product type which will then act as the criteria for the query.
[bookmark: CalcFieldsToQuery]How to add calculated fields to queries
Some times you may want to display the results of a calculation in a query. For example you have a query that displays invoice details, including the number of items of each type bought and the unit price of the items. To display the total spent on each item you can add a calculated field to the query. You create a calculated field by entering an expression into an empty field cell in the query design grid. 
For example: Items_Total: [Quantity]*[Unit_Cost] 
In a calcuated field you enter the name you wish to give the field first followed by a colon ':'. Then enter the expression for the calculation, in this case the quantity field multiplied by the unit cost field. You can perform all sorts of calculations in a query using calculated fields. You can even add criteria to calculated fields. 
For example, in the above scenerio you could limit the query output to records whose Items_Total was greater than 500 by adding '>500' to the criteria grid under the [Items Total] field.
[bookmark: FewerRecsQuery]Why does my query have less records than my table, even though I have not set any criteria ?
If you have based your query on more than one table you should check that the join properties are correctly set. To do this, go into design view and double click each join line. Select the appropriate join type from the three options.
[bookmark: MonthsRecords]Finding all records entered this month
Your table needs to have a field that holds the data that records have been entered. You then need to create a query that selects the records entered this month. Once you have genereated your query as normal, enter the following code into the Field row: 
Month([Entry Date])
Where Entry Date is the name of the field that contains the date of entry, and Month is a function that extracts the month from the Entry Date. 
Then in the criteria row of this column enter: 
Month(Date())
This uses the Month functions to obtain the month of the current date. 
[bookmark: UsingLikeCriteria]Using Like criteria in a Parameter Query
It is possible to create a parameter query in Access that will search for records that match the parameter entered by the user AND contain all other records that have that value plus other text. 

For instance you may want Access to return all records that begin with the letter Q. 

To do this you need to enter the following expression into the criteria row: 

Like [Find records beginning with:] & "*" Or Is Null 

The user can enter a Q and the criteria concatenates the wildcard character * to this parameter value, to find all text strings that begin with a Q. 
By also using Or Is Null in the criteria the user can enter a blank value into the parameter query to return all records, even if this field is blank. 
[bookmark: HighestLowest]Displaying only the highest or lowest values in a query's result 
Open the query in Design View. In the sort cell of the relevant field click either DESCENDING or ASCENDING. Then click the TOP VALUES box that you will find in the toolbar. Enter either a percentage or the number of highest or lowest values. 
For example, by selecting DESCENDING and then entering 10 in the TOP VALUES box you will get the top ten values in your query. Or if you enter ASCENDING and 25% you will get the bottom 25% of values in your query. 
You can also input Top Values by setting the TopValues property in the query's property sheet. 
[bookmark: ChangeColTitles]Changing column titles displayed in queries 
If you didn't enter a caption value in the table design for a particular field you can still change the column title that is displayed for that field in queries/datasheet view. 
In the query design grid, if you have a field named '2nd Name', but you'd like it displayed in datasheet view as 'Middle Name', in the field row add "Middle Name:" before the '2nd Name' field, so it looks like this: 
Middle Name: 2nd Name 
When you display the datasheet the column title for the '2nd Name' field will be 'Middle Name'. 
Note that if you entered a caption value in the table design for a particular field then you cannot override that caption. 
[bookmark: ActionQueries]Action Queries - What are they?
Action queries do something to tables, they can change or move data. There are four types of action query:
1. Append queries add data to the end of a table
2. Update queries update entries in an existing table
3. Delete queries use criteria to identify data to be removed from exisiting tables
4. Make-table queries use data taken from other tables to create new tables
[bookmark: CombineTables]How to combine two similar tables
It is sometimes neccessary to combine two similar tables if for instance you need to combine two seperate customer lists from different departments in your company.
Often you can simply create a query that selects the data you need from each table and represents it in one dynaset of the data. Because the dynaset is 'synamically' connected to the data you can make changes to the data in the dynaset and it will update the record in the original table.
An Append Query will select the records from one table that you specify in your criteria and add them on to the end of the other table. Make sure that the fields of both tables match and have the same data types. By going to Datasheet view before you run your query you can ensure that the query selects the right records.
There is another type of query called a Union Query which can combine data from several tables. The result shows all of the data from all of the tables.
You need to understand SQL statements to create this sort of query. If you want to try this select QUERY, SQL SPECIFIC, and UNION. Then type in the SQL statement into the union query window. 
[bookmark: ExtractDayMonYr]How to use a query to extract just the day, month, or year from a Date field
You will need to create a custom format. Move to the field in Design View, select VIEW, then PROPERTIES. Enter the format in the Format property. Here is a list of the formats you can use and the effect they will have on the date 25th December 1999:
DD - 25
DDD - Sat
DDDD - Saturday
MM - 12
MMM - Dec
MMMM - December
YY - 99
YYYY - 1999
There are also built in functions that will return part of a date. You could use these to create a calculated field to equal one part of a date. For example, the following expression will return the year of birth:
Year([Field containing DOB])
Other built in functions you can use are as follows:
Day(date) - day of the month as a number
Month(date) - month of the year as a number
Year(date) - the year
Weekday(date) - day of the week as a number
Hour(time) - the hour
Minute(time) - the number of minutes
Second(time) - the number of seconds
[bookmark: IsNullQuery]How to use Blanks or Empty Strings in your queries
If you want a query to search your table for blank fields in your tables you need to set the Allow Zero Length property to Is Null.
[bookmark: CrossToTable]How to turn a Crosstab Query into a Table
First create your Crosstab query. Then from the QUERY menu select MAKE TABLE and enter the name of the table. Select OK. Now Select QUERY and RUN to create the new table.
The resultant table will have the usual datasheet orientation and will not include any summarising detail that may have been in the original Crosstab query.
[bookmark: FormatDecPlaces]How to limit the number of decimal places shown in a Query's calculated fields
Open the Query in Design View and go to the calculated field whose decimal places you need to Format. Choose VIEW, PROPERTIES and go to the Format property.
There is a drop-down list of formats. Choose the Decimal Places property and enter the number of decimal places you need.
Return to Datasheet View to see the results.
[bookmark: MoreDecPlaces]Shorten the results of a calculation to two decimal places
Rather than changing the Decimal Places property, this example shows you how to control the actual number that is calculated rather than what is shown.
Use the following code:
Val(Format(expression, "#.00"))
The Format function will extract the number to two decimal places, but converts it to text to do so. The Val function reconverts the text back into a number.
[bookmark: IIfFunction]Why you cannot use a * in an IIf function
The IIf function assumes that the wildcard * is a literal character and will return a * when the expression is true. To return the complete contents of a field you need to enter the field name as the argument in the expression. The following code can be entered in the Field row entry. It will display an invoice date when it is before today's date and nothing otherwise:
Date: IIf([Invoice Date]<Date(),[Invoice Date])
Forms
Top Techniques for Rapid Forms and Reports
Don't you find it annoying how long it takes aligning controls to get forms and reports looking tidy? Well, the good news is there are several tips you can follow that will speed the process. I am assuming you are using Access 97. 
	Aligning controls with menu
	Highlight the controls you want to align and use Format, Align and then choose left, right, top or bottom.

	Create Alignment toolbar
	Even better than above, create a "SpeedyForms" toolbar, that has 4 buttons covering the 4 alignment options mentioned above. Enable this toolbar when you are looking to tidy your forms and reports. It really does save you a lot of time.

	Keyboard shortcuts for moving Controls
	Its often much easier to align the Controls when you use the keyboard to "nudge" the object into place. Highlight the Control, hold down the Ctrl key and then use the navagation arrows to move in the required direction.


[bookmark: StraightLines]Make your lines straight on Reports or Forms
Select VIEW and TOOLBOX. Then click the line tool in the toolbox and drag to create the line. Using the CTRL key with the arrow keys will move the line and using the SHIFT key with the arrow keys will change the length or angle of the line.
[bookmark: RefreshComboList]How to refresh the combo list in a subform by activating the main form 
You must use the Requery method within a statement that refers to the control on your sub-form from the main form. 
If you place the code module in the main form use the following syntax: 
Me![Sub-form Name].Form![Control Name].Requery 
Or this can be shortened to: 
[Sub-form Name].Form![Control Name].Requery 
If the code is in the sub-form's code module then the syntax can be shortened even further to:
Me![Control Name].Requery 
Which can be shortened again to:
[Control Name].Requery 
[bookmark: ChangeTabOrder]How to change the Tab Order on a Form 
Open the form in Design View. Then select VIEW, TAB ORDER and then select the SECTION that you want to change. Next click the selector for the control you want to move. (You can use click and drag to select more than one control at a time.) 
Click the selector again and drag the control to the required location in the list. Now click OK. 
You need to go to Form View to check the tab order. In design view the tab order will always be in the order that you created the controls.
[bookmark: AutoOrder]Automatically setting left to right top to bottom tab using auto order 
As above, first select VIEW, TAB ORDER and then select the SECTION that you want to change. Then simply click AUTO ORDER and then OK 
[bookmark: TabCycleProperty]Tell Access where to tab to when you press tab whilst in the last field of the current record 
Open the form in Design View. Open the form's property sheet and amend the CYCLE property to one of the following: 
· All Records - the focus moves to the first field in the next record. 
· Current Record - the focus moves back to the first field in the current record. 
· Current Page - the focus moves back to the first field in the current page. 
[bookmark: StopRecFocus]Stop a control from receiving the focus when tabbing through a form 
Set the TabStop property to No 
[bookmark: InaccessibleFields]Create inaccessible fields on a form 
Sometimes you may wish to make a field in a form look like a normal field but it is completely inaccessible to the user. 
To do this set the ENABLED property to No and the LOCKED property to Yes. Your field will not grey out but the user will not be able to do anything with it. 
[bookmark: SelfLookupCombo]Using a self-lookup combo box
If you want to speed up data entry in fields such as 'Town' or 'County' on a 'Customers' form (for example) you can have users input information through a combo box rather than a text box. 
You want the combo to get its information from the customer towns already typed in. To do this you should fill the combo using a query or SQL statement. To make sure the query that extracts the information only picks out each town once, set the query's 'Unique Values' property to 'Yes'. 
Also, to make sure that no records which don't contain a town are returned, set the Town criteria to 'Is Not Null.' 
And finally, set the sort order for the query so that the towns are listed in alphabetical order. The combo will facilitate quick entry of town data as any town previously entered with a previous record can be quickly added to a new record. 
However if you add a new town it won't show up in the combo list straight away. To update the combo as soon as you enter a new town, you need to run a small amount of code in response to the 'After Update' event. Create an event procedure for the 'After Update event' and enter the following code: 
Me.Refresh 
This will refresh the data in the form and update the combo's data. 
[bookmark: HidingScrollBars]Hiding the Scroll bars and Navigation buttons in your Forms
Open the forms properties by selecting VIEW and PROPERTIES. Then for the ScrollBars property enter Neither and for the NavigationButtons property enter No.
It is just as easy to hide RecordSelector buttons, and the Minimise, Maximise, and Restore buttons in the right hand corner of the form. Simply set the RecordSelector, MinButton, and MaxButton properties to No respectively.
To do this for a subform you need to open up the subform in Design view and open up the properties window from there. You cannot hide scroll bars or navigation buttons for a datasheet.
Open a Combo Box automatically
This is particularly helpful if your users need to enter large amounts of data. It causes combo boxes to open when they get the focus by using the tab keys.
There are two ways to do this. Firstly we shall look at the Dropdown method
1. Add a combo box and a text box control to the form
2. Set the combo box's OnGotFocus property to the follwoing event procedure:
Private Sub Employees_GotFocus()
Me!ComboBoxName.Dropdown
End Sub
3. Open your form in Form View and use the TAB key to make sure it works.
You can also use a SendKeys Macro
1. Create the macro and call it OpenComboBox. The syntax for the macro is as follows:
Action
SendKeys
ActionsArguments
Keystrokes: %{DOWN}
Wait:Yes 
2. Now open your form in Design View and add the macro to the OnEnter property of your combo box.
[bookmark: RemoveMenu]3. Open the form in Form view and test your TAB key.


How can I remove the Menu Bar from my Form
In Microsoft Access 2.0, 7.0 or 97 enter =1 in the MenuBar property of the form.
In Access version 1.x enter =1 in the OnMenu property of the form.
[bookmark: PrevNextRec]How to Obtain Values from the Previous or Next Record
You can use this DLookup() expression if you have a table with a field ID of numeric data type, in sequential order, not missing any numbers.
To look up the value in the previous record of a Form, put this code in the text box's ControlSource property:
=DLookUp("[Field]","Table","[ID]=Forms![Form1]![ID]-1)
The following code looks up the value in the next record:
=DLookUp("[Field]","Table","[ID]=Forms![Form1]![ID]+1)
You can use a similar piece of code to look up values in the previous or next record in a Report. Input the code in the ControlSource property of the text box:
For the previous record, use
=DLookUp("[Field]","Table","[ID]=Reports![Report1]![ID]-1)
For the next record, use
=DLookUp("[Field]","Table","[ID]=Reports![Report1]![ID]+1)
When the current record is the first record, using the "-1" will return a null value as will using "+1" on the last record. You can also amend this code to say produce the the fifth previous record by entering "-5" in place of "-1".
[bookmark: DefaultEditing]How can I prevent Users from adding records to my forms?
If you can't get hold of better behaved users then you will need to use the Default Editing property of the Form.
Firstly open your form in Design View and display the property sheet (VIEW, PROPERTIES). In the Default Editing property set it to Can't Add Records. Save the Form and go back to Form View to make sure it works.
[bookmark: TimerClose]How to make a form close automatically after a set amount of time
First of all you will need to create a macro to execute the Close action on the form.
Now go to the Design View of the Form and open the Properties sheet.
In the TimerInterval property enter the length of time you want the form open for. This should be in milliseconds, so for instance if you want the form open for 8 seconds enter 8000, for an minute enter 60000.
You now need to attach your macro (to execute the Close action) to the OnTimer event property of the form. You may need to go back to the TimerInterval property to adjust your timing a little to get it just right. 
Reports
[bookmark: PrintMultipleColumns]How to print multiple columns in a report
Firstly, you need to work out how many columns you need and whether they will fit onto the page. Then open the report in Design View and select FILE, PAGE SETUP, COLUMNS. For Grid Settings, enter the number of columns you want, the amount of space between rows and in the Column Spacing text box enter the amount of space you need between columns. For Column Size enter the column Width and then the Height of the detail section of the report. In Column Layout you can choose Down, Then Across which will produce horizontal columns, or Across, Then Down which will produce a layout similar to mailing labels. Then select PAGE, and under Orientation choose either portrait or landscape. Click OK. 
[bookmark: StartingReportPage]Starting Report page numbers from a number other than one 
In Design View place an unbound text box in the report footer or header. Then enter the following: 
="Page " & [Page]+([Starting Page]-1) 
When you view the report Access will ask you for a value for 'Starting Page'. 
To amend this so that the report shows Page A of B, change the contents of the text box you have created to: 
="Page " & [Page]+([Starting Page]-1) & " of " & [Pages] + ([Starting Page]-1) 
[bookmark: ConsecutiveNumbering]Consecutive numbering for each record in a Report 
Add an unbound text box to the relevant section of the report. In the properties for the text box change the ControlSource property to =1. Then change the Running Sum property. 
If your records are grouped and you want to number each group separately then change the Running Sum property to Over Group. Otherwise change it to Over All. 
[bookmark: SaveAsReport]Can I convert my Form into a Report? 
If you have a form that you wish to save as a report open that form in Design View. Then select FILE and SAVE AS REPORT. 
[bookmark: LoadIntoWord]How to load your Report into MS Word
Open up your report, or from the Database window, click the name of the report you want to save and load as a Word document.
Select TOOLS, OFFICE LINKS, and click Publish It With MS Word. The output is saved as a Rich Text Format (.rtf) file in the folder where Microsoft Access is installed. Word will automatically start up and opens the document. You can then treat the document like any other Word document.
You can also follow this method to load the output of a datasheet or form into Microsoft Word, or just a selection of a datasheet.
[bookmark: ReportBold]How to make text in a Report appear in Bold when it fulfills certain criteria
You will need to use the format event in the Detail section of your Report. Say you have a control named ctlExample that needs to appear in bold if it is greater than 10 and normal if it is less than or equal to 10, then you can use the following syntax:
If (Me![ctlExample]>10) then
If Not Me![ctlExample].FontBold then
Me![ctlExample].FontBold = True
End If
Else
If Me![ctlExample].FontBold then 
Me![ctlExample].FontBold = False
End If
End If

