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Exercise 6

Create Drop Down List
(Combo Boxes for CustomerID & ProductNo)

Many forms include a drop down list or combo boxes that allow you to choose the available options for a particular field
eg. “ProductNo.” This is necessary so that one does not need to remember all the options for “ProductNo” and instead can
use the drop down box to select the entry needed. The “ProductNo” will be extracted based on the selection.

To create Combo Button for “Customer ID” to be displayed
1. Open the MainForm form (created in Exercise 5) in Design Mode

2. Delete the “CustomerID” field. Make sure it is the whole field, not just the label.
3. Click the Combo Box button

4. Click on the form where you would like the Combo Box to be placed.

The Wizard will now appear to assist you in creating the Combo Box.
1. You want the Combo Box to look up the values for you

Combo Box Wizard

This wizard creates a combo box, which displays a list of walues you
can choose from, How do you want your combo boc to get its

s vI walues?

R R
prr— ) I want the combao box to look up the values in a table or query,

I will bype in the values that T wartk,

" Find a record on my form based on the value I selecked in my
combo b,

Cancel = Bach: I Bext > I RSt

Figure 1: Combo Box Wizard step 1
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2. Which tables do you want to use to find the possible entries. In this case, we want the Customers Table:

Combo Box Wizard

YWhich table or guery should provide the values For wour combo
bios?

(_ustomers
CrderDetails
Qrders
Stocks

igw

(¥ Tables " Queties (" Both

Cancel < Back | Mext = |

Figure 2: Combo Box Wizard step 2

3. Fields to be displayed. You want to display “CustomerID” and “Company.”

Combo Box Wizard

Which fields contain the walues wou want included in your combo

box? The Fields vou select become calumns in waur combo Bos,
HRE HHE REE RER
HHH HHE RER ORER
HHH HHE RER NER

WHHHER -

Byvailable Fields: Selected Fields:

iTitle CustormerID
FirstMame J

LastMame: n
Address J
ity

State =
PostalCode e
PhoneMumber ﬂ J

Cancel | < Back | Mext = |

Figure 3: Combo Box Wizard step 3
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4. Adjust the width of the columns to the appropriate size — Follow the directions in the window.
If you don’t want the “Customerld” field to be visible (i.e. only want the Company Name), check the Hide Key column

Combo Box Wizard

How wide wiould you like the columns in your combo box?

To adjust the width of a column, drag its right edge to the width wou want, or double-click the
tight edge of the column heading to gek the best Fit,

[ Hide kev column (recormmended)

CustomerID Company

Zancel < Back I Mext = I Finish

Figure 4: Combo Box Wizard step 4

5. Which one of the fields do you want to store? In this case, we want to store the “CustomerID”.

Combo Box Wizard

When wau select a row in the comba bow, wou can stare a value
Fram that row in your database, or wou can use the walue laker to

s 'I perform an action. Choose a field that uniquely identifies the row.
= e Which u:-:ulumlj in wour cornbo box conkains the value you wank to
O T T skare ar use in your dakabase?

bhht] HHR RN

rs

Bevailable Fields:

Campany

Zancel < Back. I Mexk = I Einish

Figure 5: Combo Box Wizard step 5
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6. Where do you want to store the information? We want to store it in the Order Table in the “CustomerID” field.

Combo Box Wizard

Microsoft Access can store the selected value From wour combo box
in wour database, or remember the value so you can use it later ko
m perform a task, When wou select a walue in wour lisk box, what do
wal wank Microsoft Access bo dao?
hhhd hihd hihid
:::x ::: :::x " Remember the value for later use,
E ,I %' Store that value in this Field: Im ;I
WHE REE REE NN
HEH HHE OHEE R
HEH HHE OHEE R
il
Zancel < Back. I Mexk = I Einish
Figure 6: Combo Box Wizard step 6
7. Label your combo box as CustomerID, and press Finish
Practice Exercise:Create Combo Box for ProductID
1. Go into the Sub Form
2. Follow the same procedures as above
3. At the very end, you have to rearrange your fields as follows:
e Select View/Datasheet Mode or click [E
e  Select the column with the ProductNo and move it to the first column
Description: | QtyOrder: | QtyShip:| SellingPrice:| Subtotal: | ProductNo: |
i3 21 21 $0.00 1] 1003
|| 12 10 $0.00 1] 1064
3 2 F0.00 1] 10865
S0l ni, Ll Description: | QtyOrder: | @tyShip:| SellingPrice:| Subtotal: |
10073 21 21 $0.00 0
1064 12 10 $0.00 1]
10E5 3 2 F0.00 1]




