Chapter

Simple Forms

Forms allow you to view, edit or enter data in a more attractive way than using tables.
Fields can be placed anywhere on the screen to make the data easier to view and
understand.

The creation of simple forms uses the LAYOUT view. This view allows you to quickly
create a form, which is most suitable for smaller databases. Also, for the data is to be
displayed on the internet, LAYOUT view needs to be used.

For larger databases more detailed forms can be created and you will do that in the next
chapter.

Loading the Database

A simple form will be added to the Bank Records database that you used in Chapter 2.

1 Load Microsoft Access or close the current database and open the BANK RECORDS 2
COPY database from your STORAGE folder.

NOTE: If you do not have a copy of the BANK RECORDS 2 COPY database you
can open it from the CHAPTER 2 folder of the ACCESS 2010 SUPPORT

FILES as an OPEN READ-ONLY file, then save it in your STORAGE folder
as BANK RECORDS 2 COPY.

@l |= Bank Records 2 Copy : Database (Access 2007)
H Creat External Data Database Tools
Pa'ste 7 i Filtel ot P Toggle F es % b = . Fin S

View Clipboard 5 Sort & Filter Records ( .

- = 2 Click on the arrow at the top of
Naigate To Category NAVIGATION pane and select ALL
Custam

o ACCESS OBJECTS so that you can
e see all the objects in the pane (at the
Moditiea te moment there is only one table).
Filter By Group

v | Tables
Queries
Forms
Report
All A 5 Objects (
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Creating a Form

A form will be created to make it easier to enter data into the database.

@' - I= ‘ 15 ‘ Current Loans - Microsoft Access |
Home Create External Data Database Tools Fields Table
%&f = T 4| Ascending Uz Selection = oy =New X !?a ah 551 Calibri
e 53 copy ‘ % | Descending ¥4 Advanced ~ 2 Howve 97 b = B I U =
Vi Fnts # Forma P A sort SF Togale Filker Rff,g.m X Delete - 54+ e wf;ﬁ;ﬂs- A-w - & -
Views Clipboard Sort & Filter Records Fing” .
All Access Objects & « FirstName - | LastName -|Sex - Address 1 DOUb|e C|ICk on the CU RRENT LOANS
Tables % Robinson F 142 High Street Richmond .
23 current Loans (* - D LTianes CoUrt Fitzroy 301 table tO Open It and MAXIMIZE the
| | |Gary Kane M 8 Newell Road Surrey Hills

screen if you wish.

NOTE: The table that a simple form is based on needs to be open when

creating a simple form.

= (- |5 ‘ ‘ Current Loans|
Home Create WDatabaseTools Figlds Table 2 Open the CREATE tab 18} the RlBBON
= =i == ' = : H 1
R E& - and click on the FORM icon to start
g Igation =
Application Table Table SharePoint | Query Query Farm Elank
Parts ~ Design  Lists~ Wizard Design [:E Design Form %More Farms the form.
Templates Tables Queries 3 Forms
All Access Objects ® « FirstName - Form Addreg
Tables & Create a form that lets you enter eet Rich
1 current Loans Michael information for one record at a ourt Fit;
| time.
| Gary ad Surrg
lan 0 Press F1 for more help. escent {
Cheryl Webster F 89 Davis Street Sou]
@I = B I Current Loans - Microsoft Access = E =&
Home  Create  EdternalData  Database Tools Design | Amonge  Format a@os =
= il - | s @ o =N = i | e H =
View | Themes [A]Fonts = | L@ m Aﬂ ﬂ lJ =y 'ﬂ j = j |7 @ |'i‘ _ %ITME Add Existing Property
- e Ll * image - | (5} Date and Time Fields  Sheet
Wiews Thames Controls Header / Footer Tools
All Access Objects @«

Tables &
1 curentLoans

N\

ame || carol

| Robinson
| Sex [¢

142 High .S-t.reet. ﬁlcﬁmond 3121

oanDate |03 -Sep1l
come [25,500.00
{ Loan [$2,550.00

3 The FORM is created with the table
name in the HEADER section and
the fields in the DETAIL section. This
is called a STACKED form and the
FORM LAYOUT TOOLS are displayed
in the RIBBON.
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4 Click on the NEXT record button in

the RECORD NAVIGATION BAR at the
base of the form and the next record
will be displayed.

NOTE: The form displays one record at a time on the screen. You can think of

the form as a‘card’ for each record.

Layout and Form View

At the moment your screen is in LAYOUT VIEW which allows you to see‘live’ data. You
can make changes to the appearance of the form in this view, but you cannot change the

data in any way.

AEH?D- ==

\

Home Create External Data Database Tools Design | Arrange Formgd
B Aa EColors [ = 4

=S| |4 | bl & () Q o = 3*@

| Vi Themes LS ‘ | A(l' J | L E

1 2 Form View «'
' | AR —=—turrent Loans

==1 K—
Layout View R [
% i FirstName || Michael
E‘/é Design View ! _
e i LastName | Smith

1 Click on the arrow at the base of the
VIEW icon in the DESIGN tab of the
FORM LAYOUT TOOLS and select
FORM VIEW.
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Ion ey \ "] 2 FORM VIEW is used whgn aform

e E— is complete and operational. You

' e can change the data but not the
appearance of the form in this view.

528,000.00

52, 800,00

Saving the Form

As with Tables and Queries, Forms need to be saved.

@:H ) = (- |5 carrent Loans - Microsoft Access - ELS2 ]

o | SSE - e 1 Click on the SAVE icon in the QUICK
Do T o e | B2 ,,ﬁ%+7 ACCESS TOOLBAR and you will be
o ¥ 3 it Painta 35 Remove Sort 7 Toggle Filter | ay - X Delete = 55 f .
vews | apboss s Sort it Recous 5 asked to give the form a name.

=1 curent Loans
= (
== | 2 Enter:

All Access Objects ® « =] Current Loans
Tables x =
»
First Name ‘- i 7
3! NG| I

Data Entry

and select OK.

Changing the Form Title

The program places the Table name as the TITLE of the form. This can be misleading so
let’s insert a more appropriate title.

1 Try altering the CURRENT LOANS text in the TITLE section of the form. You should
not be able to do so because the form is in FORM VIEW.

2 Click on the LAYOUT VIEW button at
the bottom right of the FORM screen
to set the screen to LAYOUT VIEW.

Layout View

=S
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NOTE: The VIEW icon in the HOME tab of the RIBBON can also be used to set

the screen to LAYOUT VIEW.

ST = 3 Click on the CURRENT LOANS
Home Create External Data Database Tools Design | headlng in the TITLE SeCtlon to SeleCt

it then click on the CURRENT LOANS
text to place the cursor in the text

E N i | |mBT Aa =i (@)
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. box.
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0 >
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. Forms

NOTE: Holding down the SHIFT key and pressing the ENTER key allows the

text to be placed on two lines.

E H9 b | ] o0 Lyl | Dma Ertry - Microsoft Access a B B
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(5 Press the <enter> key to select the
text frame and drag its right border
to the left to half the text box width.
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