Chapter

Creating More Detailed Forms

When databases become larger it is necessary to be able move fields anywhere on

the screen so that all the data can be clearly displayed. Access allows you to produce
professional-looking screen displays which can be printed or simply designed to make
data entry easier. Fields can be moved, graphics, shadings and pictures added, etc.

The easier the data entry process is made the less chance there is of incorrect data being
entered. In this chapter you will create a data entry form for a department store using
DESIGN VIEW.

Starting a New Database

1 Ifyou are starting a fresh session, load Microsoft Access.

2 Ifyou are continuing directly from the previous chapter, close the current file, click
on the FILE tab and select NEW.

3 Click on the BLANK DESKTOP
DATABASE icon and click on the
BROWSE icon at the right of the FILE
NAME box.

be added to the BLANK DESKTOP
DATABASE window, click on the
CREATE icon to start the database.
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Defining the Fields

E A s TABLE TOOLS
HOME CREATE TERMNAL DATA DATAEBASE TOOLS FELDS TABLE

B BE

Application | Table Table =
Parts = Designy, Lists~ | Wizard Design Design Form

1 Open the CREATE tab of the RIBBON
and click on the TABLE DESIGN icon
to start a new table.

[ Form Wizard
= Navigation
More Forms =

Templates Tabl Queries Forms

All Access ( Table Design
Create a new blank table in Design ~ Hick to Add -

Fuih, view. You can add fields, set
Tables indexing options, and perform other
= Tasier advanced table design tasks.

2  Enter the following Field Names, Data Types and Descriptions:

Item Code Short Text Enter the item’s code
I[tem Name Short Text Enter the item’s name
Department Short Text Enter the item’s department
Description Short Text Enter a description of the item
Cost Price Currency Enter the cost price of the item
Retail Price Currency Enter the retail price of the item
Dealer Short Text Enter the dealer’s name and address
Photo OLE Object  Import a picture of the item
E - : . r-mimms Big City : Database- C:\Users\GB\Desktop\Access Storage\Big City.accdb (Access 2007
HOME” crere EXTE:E:P: wgo?s “’;” & | e 3 Your field definitions should look like

Views Tools Show/Hide Field, Record & Table Event

All Access Obje... ® « || = Tttt | Table2

remy e Field Name Data Typy Description (Optional)
Item Code Short Text Enter the item's code

Tables & | Item Name Short Text Enter the item's name

H bl Department Short Text Enter the item's department
Description Short Text Enter the description of the item
Cost Price Currency Enter the cost price of the item
Retail Price Currency Enter the retail price of the item
Dealer Short Text Enter the dealer's name and address
Photo OLE Object Import a picture of the item

NOTE: i An OLE Object field allows graphics, sounds or videos to be stored
in the field.
ii The descriptions of the fields is not essential, however, the

descriptions that you do enter will appear at the bottom of the
screen when a field is selected, providing assistance to the person
entering the data.

iii  We could have adjusted the field sizes of all the fields, but the
default settings will suffice for this activity.
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TAELETOOLS tak t = |
= DAW;TO?_LS D;“ — |4 Thetable needs to be saved. Click
= = e on the SAVE icon in the QUICK

dexes | Create Data  Rename/

o] ACCESS TOOLBAR, enter the table

ZX Delete Rows

View | Primary Builder Test Validation T
:_'a Modify Lookups Sheet

- Ke Rules

views e [ | | Field, Re0
All Access ObY/[ tapie name: name:
Search- baia k .- ort Text i Data
Tahiles 2 Short Text
B Tabies [ ox <& e
- and select OK.

T TDESCIToN Short Text

In]

o 5 You will be asked to set a PRIMARY

There is no primary key defined.

Q glghyzn:jghl::ng;i;ncagal;:yai;r:;&nr:sni(i;dﬁ;x?mghly recommended. A table must hﬂ"”"”w KEY. ThIS |S nOt necessary fOf thiS
“ea| activity so select NO.

[ Yes ] [ No

Deleting the First Table

The first table that Access provides when you start a new database can be deleted.

[ 3. = TABLE TOOLS ‘
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TAELE
o X cu T— 1 Click on the TABLE 1 tab then

2 Selection \ i Ne
L:é Y Cop; -nz EAdvancEd' E,“Save ® g
Ve | pate B0 gy o B | RIGHT+CLICK on its icon and select

- Format Painter temove Sort oggle Filteg —r
Views Clipboard IT-_ CLOSE.
All Access Obje... ® «|| B =5
Search.. yel % = Clos

Tables ® . h

Close Al
= L
= 'II:']::-L B¢ Design View
- 5 Datashest View

2 The table will be deleted as no fields have been entered into it.

3 Close the DATA table.
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Starting the Form

The FORMS section of the program allows you to control how the data will be displayed
on the screen. The one database can have several different forms. We will create a
form that displays all the fields on the one screen. In this case we will create the form in
DESIGN VIEW.

A Opening the Form in Design View

m s = Big City : Database- C:\Users\GB\Desktop\Access Storage\Big City.accdb (Access 2007 - 2013 file f]
HOME CREATE EXTERMAL DATA DATABASE TOOLS

D Q r @ hﬁ% D & Form Wizard @ C‘ {7l Report Wizard

N S ElNavigation - Lahels
Application | Table Table SharePoint  Query T Rk Report Report Blank
Parts - Design  Lists ~ Wizard Design ! Mere Forms ~ Design Report
Templates Tables Queries " Reports
All Access Obje... @ « Form Design

| 1 Open the CREATE tab in the RIBBON

Create @ new blank form in D™eg

goorh Lo view,
oy * Dty sien, you con ke and click on the FORM DESIGN icon.

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

A= - = FORM DESIGN TOOLS Big City : Database- C\Users\GB\Desktop\Access Storage\Big Cit.. 2 — 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGM ARRANGE FORMAT Signin
=y CHY IS subforin in New Wind
= [E s | — miCC I - =
juma ] T N P S — XYZ —| = ]
o &2, |78l H - [ Title = 19 View Code
View | Themes antz' M AG (-] U —| Insert Add Bxisting Property Tab i
p 3 2 | image- | B Dateand Time | Fiolde  Sheet Order “15 Convert Form's Macros to Visual Basic
Views Themes . Controls Header / Footer Tools A
: = =5| Form1’ X
All Access Obje... ® « = Biold il x
W e s h e e e e e ow e feld List
Search.. F=] H
& Detail [T Show anly fields in the current record
Tables £ 5 saurce
£ Data n Fields available in other tables:
1 B Data Edit Table
et Ttem Code
bl

- \\ 2 The form is opened in DESIGN VIEW
A which has a grid in the DETAIL

: | section and rulers at the top and
left.
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