
H A N D S  O N  E X E R C I S E :  W O R K  I T  O U T  AC  3 A  E 3

In this exercise you are working as an intern in the school athletic offi  ce. You will use an Access database to create simple 
data entry forms and work in a couple of views to modify, align, and size Form Controls. Th e second portion of the 
exercise will create and print a simple report and work in Design View to modify, align, and size Report Controls.

Locate and open the exercise data fi le ac03a-ex3.accdb.

Open the Football Team Table and create a form using the Forms Wizard to add players to the table. 
Th e form should be columnar, and be titled New Players.

Add a record with the following information:
ID: (Leave blank: the ID will be automatically added)
Student ID: 626

Last Name: Thomas

First Name: Alonzo

Height (ft .): 6
Height (in.): 3
Weight (lb.): 225

Position: Linebacker

Class: Junior

Scholarship Amount: $4,450.00

Work in either Design or Form Layout View to resize the Form Controls and add both a theme and 
a background color to the form.

Change the font on the labels to bold.
Th e form should appear as shown below:
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FIGURE AC3A1 Work It Out AC-3A-E3

Hands-On-Exerc i se :  Work I t  Ou t AC-3A-E3  A-123a

cou19405_online_AC-3A-E3.indd Page A-123  11/12/13  4:50 PM user-f467 cou19405_online_AC-3A-E3.indd Page A-123  11/12/13  4:50 PM user-f467 /201/MH01955/cou19405_disk1of1/0073519405/cou19405_pagefiles/201/MH01955/cou19405_disk1of1/0073519405/cou19405_pagefiles



A-123b  MICROSOFT OFFICE ACCESS

Create a report using the Reports Wizard. Th e report is to be based on the Football Team table and 
include the following fi elds:

Last Name
First Name
Position
Class

Sort the report on Position, First Name, Last Name, and Class, and make it a tabular report.

Change the name of the report to Football Roster.

Bold the items in the Page Header and respace them as shown in the sample report below.
Use Print Preview to set the printing parameters as your instructor requires and print the report as 
required.
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FIGURE AC3A2 Work It Out AC-3A-E3: completed 

Save and close the database fi le.10
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