Access Archon Column #16 – Form and Report Types

By Helen Feddema

When you create a new Access form in design view, you have a choice of three form types, which are available as selections for the Default View property in the form's properties sheet.  By default, Single Form is selected, but you can change it to one of the other selections, Continuous Forms and Datasheet.  Many users tend to just leave the form in the Single Form mode, and that is indeed the appropriate type for most forms.  But the others can be useful too, and shouldn't be neglected.

Single Form

When a form is in Single Form view, the user sees one record at a time, and clicking the Previous Record or Next Record button in navigation bar at the bottom of the screen moves backward or forward in the recordset (the table or query to which the form is bound).  This is the best view for records which have lots of data (more than can be conveniently displayed in a datasheet view), such as name and address or customer data.

Continuous Forms

The unjustly neglected Continuous Forms view displays several records at once, in a banded display, with records listed from top to bottom.  You can use background colors, any type of control, and special effects, just as in Single Form view; the only difference is that you can see several records at once.  You can use Header and Footer sections in a Continuous Forms form.

This view is an excellent choice when you have more information than can be displayed in datasheet view, but not so much you can't see two or three records at once.  The Continuous Forms view is also a good choice when you could (theoretically) display all the record's information in a datasheet, but you need features not available on a datasheet, such as a command button or option group.

Datasheet

The Datasheet view looks much like an Excel worksheet.  Data is displayed in rows and columns, black on white, with column headings.  This is a very efficient display format, perfectly appropriate for displaying a small amount of data.  However, you can't use command buttons, option groups or other special controls on a Datasheet form (if you place them on the form, they won't be displayed when you switch to form view).  Additionally, Datasheet forms don't display Header or Footer sections, which are so handy for placing combo boxes for selecting records, or command buttons to close the form and return to main menu.

If a datasheet is really the best way to display certain data, you can get the best of both worlds by creating a main form in the Single Form format, with Header and Footer sections where you place any necessary special controls, then create another form as a Datasheet form to display your data, and place it on the main form as a subform.

Reports

When you create a report in design view, you won't see a Default View property in its properties sheet—reports don't have the same choices as forms.  You can achieve something like the Continuous Forms look in a report by using the Grouping feature to create a banded report, but the lack of a Datasheet report selection is an annoyance.

The Report Wizard does offer a datasheet-like report format—the Block style.  If you create a report using this selection, it has the look of a datasheet, but it isn't really a datasheet—it's just a grid of text boxes with visible borders.  The problem with this format is that if you need to change the width of a column, you have to change the width of that column's text box and probably a number of other text boxes as well, which can quickly get tedious.

But fear not—there is a workaround!  Just as with forms, you can place a datasheet subform on a report, and it will display just as it should, in datasheet format.  Make a main report, then drag the datasheet form to it as a subreport.  (Curiously enough, you can place a form on a report as a subreport, but you can't place a report on a form as a subform.)

