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MICROSOFT ACCESS – Lesson #8 
 
Objectives: 
When you have completed this sheet you will: 

·  Understand the use of combo boxes and check boxes 
·  Be able to include combo boxes and check boxes correctly on a form 

 
Notes:  
The activities in this worksheet build on the database you built from working through Lesson #7.  If you have 
not done this you must download the sheet from the web site: www.ictgcse.net  and complete it first. 
 
This is the form as it was completed at the end of Lesson#7.  
What happens if someone types in some information about a film 
but instead of typing childrens the word cjildrens was typed – a 
simple typing error?  Maybe not much if we were just flicking 
through the records but what if you print out the report 
rptChildrensFilms that you created in Lesson#4?  This film 
would not be listed because the query attached to the report is 
looking for a category childrens.  A combo box is going to help 
get us around this problem by presenting a pre-prepared list.  This 
has two effects:  accurate data collection and faster data 
collection.  The same could be said of the field InStore, but for 
this we will try a check box.  
 
 
Activity: 

� � Load up Microsoft Access on your computer, and open the database:  VideoStore.  Once in the 
database select Forms in the objects menu and open the form frmViewDetails.  You should see the form 
like the one above.  Just remind yourself about using the navigation buttons in the bottom part of the screen 
by skipping backwards and forward, and to the first and last records..  
 

� � Change now to design view  b y clicking on 
the design view icon in the toolbar        .  You should 
see this: 
  
If you do not see the toolbox displayed 
Click on the toolbox icon in the toolbar   
 
 
 
 
 
 
 
 
For this exercise we are going to use two more controls.  Do not forget that the items that we place on the 
form are controls.  In Lesson#7, you used the textbox and label controls.  Now we are going to use the 
combo box          and check box        controls. 
 

� � We are going to use the combo box for the field category.  Click on the combo box control in the 
toolbar.  Make sure the toolbox wizard is switched on by clicking on the         icon in the toolbox so that the 
background colour is like you see it in these screenshots. 
 
Move over the form and click and drag to make an 
area for a data item to be displayed.  After a few 
seconds the combo box wizard begins. 
 
 
Make sure that the middle option is selected before 
clicking on next.  Combo boxes can be used for 
different reasons as you can see by the options 
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that are given.  In our case we are going to create a list of categories that the user can choose from and we 
want to type that list in ourselves. 
 
Click on ‘Next’.  We now have the opportunity to type in the categories we want to be 
listed in the combo box.  So far we have got 8 different categories.  It is a good idea to 
list them on a piece of paper first so that we can be sure that we have them all (but it’s 
easy to add other ones after) and it’s a good idea to have them in alphabetical order as 
well.  Type in the first one Childrens and then click in the space underneath where the 
next category will go.  Keep on doing this until all 8 are typed in.  The list will scroll down 
as it gets longer. 
You should have:  Childrens, Comedy, Drama, Historical, Music, Sci-Fi, Silent and Sport 
 

Click on ‘Next’.  This next question asks what we 
want doing with the data.  In our case we want it 
to be stored in the Category field so make sure the second option is 
chosen and then choose Category from the drop down list.  Click on 
‘Next’ and then we have to name the combo box on the form.  Call it 
cboCategory and click on ‘Finish’. 

 
Click on          in the toolbar to go to the form view.  You should see the list 
when you click on the small arrow at the right-hand end of the combo box: 
 
Select Comedy from the combo box list the word Comedy should be displayed 
in the field Category higher up in the form.  This tells us that everything is 
working properly – the selected value from the list is displayed in the correct 
field in the table.  Reselect Childrens from the combo box so that the right 
value is displayed in the Category field. 
 
We can now remove the text box Category from the form because 
the combo box does the job for us.  Go back into the design view of 
the form.  Click once on the text box Category to select it (the 8 black 
squares surround it) and the press the delete key on your keyboard. 
 
All that remains is to format the data stripe and label so that it 
looks like all the others on your form. 
 
 
 
 
 
 
 

� � What if either we had forgotten one category like Horror, or want to now make our list a bit more 
complete.  No problems.  Go back into the design view of the form, click on the combo box and then select 
its properties.  You will see this displayed: 
 
 
 
 
 
 
 
 
 
It is quite clear what we have to do.  Click in Row Source after the semi colon following Historical and type in 
“ Horror” ;  
So that the line now looks like this: 

�
 
Close the properties window and then go back to the form view.  When you click on the combo box now the 
category Horror is also listed.  There are other ways of achieving this – in fact there are often multiple ways 
of making something happen – but you must agree that this was quite painless!  
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�      Next we will look at check boxes.  These are the little tick boxes that indicate two states that a field 
can be.  You are familiar with them I’m sure: true/false, in/out, off/on. 
 
In our case now we will use a check box to display the fact that a film is in or out of the store.  This will have 
some other consequences which a bit of forward planning when we first designed the table:  tblFilms  
However we are introducing new things as we progress and going back and changing things will sometimes 
be the case.  Always remember that as well as learning something new we are improving the user 
friendliness of the form. 
 
Close the form if you still have it open.  It will ask if you want to save the changes.  Yes, of course. 
 
Open the table tblFilms.  Go back to the table list by clicking on Tables in the 
object list.  Go to the design view of the table which looks like this:  
 
Get the pull down list for the data type for the field InStore.  From the list 
choose the Yes/No data type. 
 
At the bottom of the screen the General tab will show Yes/No as the format.  
Click on the Lookup tab and you will see Check Box as the format:  
 
So far so good. Switch now to the datasheet view of the table        .  Choose Yes to the question Save table? 
 
Now you will see something unexpected.  All the films that you had Yes against now have a tick and all those 
that had No against them have an un-ticked box. 
 
It is important to note that the contents of the field itself has now changed completely.  There is no longer the 
value “Yes” or “No” in the field.  To represent this Yes/No value Access uses the notion of true or false and 
places the value -1 to represent true and 0 for false in the field.  Access then ‘converts’ these values into no 
tick (false or 0-1) and tick (true or -10) for display purposes.  If necessary reread this paragraph. 
 
Close the table. 
 

� � Re-open the form frmViewDetails so that you are viewing the data in the records (form view).  In the 
In Store field you will now see -1 for film 1 (Thunderbirds to the rescue). Film 2 (Gold Rush) has a 0.  What 
we want of course is a tick box not the values -1 and 0. 
 
Change the view of the form to design view.  Click on the check box icon in the toolbox       . 
 
Click and drag a box on the form. 
 
Just as the combo box had to be connected (or bound) to the field in our 
records so has the check box.  
 
Making sure that the check box is selected click on the properties icon in 
the toolbar and then make sure the data tab is selected.  From the pull 
down list select InStore.  Close the properties panel. 
 
Go back to form view so that you are viewing the data.  Step though the 
records using the record navigation buttons in the bottom of the 
form.  As you move through the records that have -1 in the InStore 
data stripe will also have a tick in the check box.  Those that have a 
0 in the data stripe will have no tick.  Go back into design view.  
Just as you did for the combo box delete the original InStore text 
box and reformat the check box and its label to match the 
formatting for the other textboxes. 
 
It would be wrong to say, that is all there is to combo boxes and check boxes.  They can be both set up 
and used for different purposes – especially combo boxes, but by working through this sheet you have 
begun use them properly.  The database you now have is much more user friendly than the original version.  
 
Close the form, saving the changes and close Access. 


