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Before we start

oGrab practice database at:

http://goo.gl/SHF4ud

The file name should be
13 Students_class _fin.accdb



Overview
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@ Security Warning Certain content in the database has been disabled | Options...

Tables |«

Under Creafe Tab: o More Forms
o Form Wizard — Step-by-step form creation

o Form
o One click form. One record at a time. o Blank Form
o Split Form o Form Design
o Show both datasheet (table) and form o Create blank form in Design view

o Multiple Items
o Show multiple records at once
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1. Click Create Tab
2. Click Form Button
3. The form will appear



A Form
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| Search
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1. Click Create Tab
2. Click Split Form
3. The form will appear

Split Form will have both form part and the datasheet (table) part.



Multiple Items Form
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Form Wizard (1)

o Create Form with step-by-step process

o Start the Form Wizard
1.Click Creatfe Tab

2.Click More Forms
3.Click Form Wizard
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Form Wizard (2)

o Then, we will select table and fields to
appear on the form

1. Under Tables/Queries, select the table
you want to use

2. Then, from Available Fields, select the

fields you want to appear on the form:

B Put the highlighted field from Available
Fields to Selected Fields

Put all fields to Selected Fields

Remove highlighted field from Selected
Fields

Remove all fields from Selected Fields

3. Click Next to continue

Form Wizard
| Wihich fields do you want on your form?

You can choose from more than one table or query,

Tables Queries
[Table: Student @ v |

Available Fields: Selected Fields:
e
firstiame 3 [
LastMame @ -
arddress
telHome
mabile
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v (] Cow
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Form Wizard (3)

o Then, we select the layout of the form, the click Next to continue.

Form Wizard

What layout would yvou fike for your form?

@.gulumnar
(" Tabular
(") Datasheet

() Justified

Cancel J ’ < Back H Mext = I ’ Finish




Form Wizard (4)

o Next, we select the style (color, background) of the form, then
click Next to continue

Form Wizard

What style would you like?

Access 2007 -
Apex 3
Aspect
Ciwvic
Concourse
Equity
Flow
Foundry
Median
Meiro
Maodule
MNaone
Morthwind

Lakel |Data
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==}

Cancel ][ < Back ” [Hext = H Einish




Form Wizard (5)

o Finally, we name the from and select what to do with if.

| What title do you want for vour form?
[StudentForm| ﬂ

1. Choose the name for the m
form

2. Select whether to (2.1) open

fo rm -I-O view/e n -I-er d Q -I-O Or (2 .2) | Ei:.s all the information the wizard needs to create your
g O .I.O Desig n VieW O n d C h O n g e : Do you want to open the form or modify the form's design?

the form’s appearance | D@“@ C21)
) Modify the form's design,

3. Click Finish ‘

Cancel l [ < Back ; Einish :



Blank Form (1)

o Create a blank from where you can add your own fields

(og) 4
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— Home Create External Data Database Tools
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@ Security Warning Certain content in the database has been di ptions...

1. Click Create Tab
2. Click Blank Form
3. The form will appear, now you need to insert fields



Blank Form (2)

E Forml = 4
»

Field List

Fields available in other tables:
Student

o Click + to show table’s fields

o Drag the field name and drop it on the form

Field List x

Fields availalle in other tables:
[=] Student Edit Table

(o]

Title

firstMame

LastMame

address

telHome

mabile

gpa

salary

age

Record: M 1 ofl H {& Mo Fiiter | {Search




Form Design (1)

o Also will create a blank form, but will take you to
changes to the form directly.

1.Click Create Tab
2.Click Form Design
3.The form will appear

Homs | CreXte | Extemnal Data Database Tools ‘ 7 ’
e - = [ = - . = |
- s =S —! [ | Blank Repart &=
Table Tabl SharePoint Table Form Split.  Multiple [ Farm Repaort Report |
Templates~ Lists~  Design | Form  Items EI Mare Forms ~ pesig| @ Repart Wizard pesign |
Table Reports |
Tables )| & Mew Object: Form
E Student Create a new blank form in Design
Wiew,
In Design view, you can make

advanced design changes to forms,
such as adding custom control
types and writing code.




Form Design (2)
o New tab, Design will appear.

Microsoft Access Form Design Toals

Home Create External Data Diatabase Tools Design ArFange
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o You can click on Add Existing Fields and use drag-and-drop to
add fields info the form.
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Form Design (3) I

Label : Textbox:
o Further Modifications name/info on || Where you

o Move fields
o Resize fields
o Selecting Multiple Fields: You can s

click to select a field, then press B T —
and hold shift and click select s J.D N
other fields L

o Font management (color, size, frf:j::{::a:a; -

o Background color

|
|
|
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Form

Design (4)
o After you finish

o Click Save to save the form
o Name the form

o Under Home tab, click View

Form View to view the finished
form.
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Form Components

oForm header
o-Page header*
oDetall

oPage footer*
oForm footer

* Only show up when printed
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Working with Form Components

1. Go to object list in navigation pane
2. Click 7~ to show list of objects to be shown on navigation pane

3. Select Form
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4. Forms will appear on navigation pane
5. Double click the form you want to work with
6. The form will appear
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7. Click '™ to select another view
8. Click Design View
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9. Click Detail area 9.

10. Right click and choose
- Page Header/Footer
- Form Header/Footer

You can now see and edit the headers
and footers

You can also resize the components
by click and drag the corners

=] BlankFarmStudent

- = X

l;‘!'l'1'l"l"l'-|--|--|--|--|--|--|--|.

i D

1 I Tl

S| [mipe: | Ti‘ltle
F ul

| PR P ] | P

|ﬁ sthan] e:| firstName

3l BlankFormstudent

O R O e T O e e

‘  Form Header

“ # Page Header
") % petan
I
[itle: | |Title
T

|fi stNa e:| firstName

| P 1

Build Event...

Tak Crder..
Paste

Fill/Back Colar | 3
Alternate Fill/'Back Color| 3

Ruler

15 Ek &g

Grid

Page Header/Footer

oo
L1131 S,
= -

Form Header/Footer

F Properties

T T
3 T +pLastName
i I 1
i |a[dress |address
|| # Page Foat
1
|| # Farm Foot:

4 118

23



« Under Design tab
» Click icons
+ logo :add logo

« Title : Title of the form

« Page Numbers
« Date and Time
« Label — text

« You can also add/change

fonts/color/background as you

see fit
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Click View — Form View to view finished form
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