Access Archon Column #30 – Form and Report Templates

By Helen Feddema

Many people have used Access for years without realizing that Access has templates for forms and reports, and you can substitute your own templates for the default ones, if you wish.  (Note that these are not the database templates used by the Database Wizard.)  Unlike Word, which lets you pick from a selection of templates when you create a new document (or just go with the default Normal.dot), Access just goes ahead and uses its Normal form or report template when you create a new form or report in design view.  To select another form or report to use as a template, all you have to do is open the Tools|Options dialog, click the Forms/Reports tab, and type in the name of the form (and/or report) you want to use as a template.  

The selected template must be in the database you are using (though see later for another method which eliminates this requirement).  Form and report templates aren't a different type of object – they are just regular forms (or reports), though you may wish to give them a special prefix (I use "ftmp") to avoid confusion.  (I'll just talk of forms from now on; reports work much the same.)  When you create a new form from your own template, you don't get an exact duplicate of the original – far from it!  All controls and code are stripped from the copy of the template.  While at first this might seem to make form templates useless, actually they are more useful than you might think.  You can set all the form properties you want to standardize (for example, turning off the navigation bar or record selector), and set the back color of the detail, header and footer sections.  This is a nice head start on creating a form the way you want.

But there's more.  If you take the time to place on your template one of every control you use, and set their properties exactly as you want them (for example, right-aligning label text), then select all the controls, drop down the Format menu and select Set Control Defaults, you will then have the control properties (though not the controls themselves) set as you want them on all the new forms you create from the template.  You can then delete the controls from the template.

What if you really need a form pre-loaded with controls, such as a record selector combo box in the header (with code on its AfterUpdate event) or a standard Close button that returns to the main menu in the footer?  Or suppose you want to select from a palette of standard forms, such as a Single form, Datasheet form, and Continuous form (each with specific form properties), or forms with different color schemes?  There are two ways you can do this:  

1. The low-tech method is to create the forms you want to use as templates, and store them in a database (I call it General.mdb), and copy them into your current database as needed; then make copies from the templates (manually) when you need to create new forms.

2. The high-tech method is to create an add-in – a Form Wizard that gives you a selection of colors, control properties and other form features, so you can select the form template you want from a dialog illustrating the different design schemes.

I am working on such an add-in now; look for it on my Web page at http://www.ulster.net/~hfeddema.
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