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.

Blank deskiop database

-

4 Access your STORAGE folder, call the file BIG CITY and select OK.

| 5 The file name and path should

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

=]

o Qg 1 Open jche CREATE tab of the RIQBON
e o e e e T and click on the TABLE DESIGN icon

All Access (C Table Design to start a new ta ble.
Create a new blank table in Design  Hick to Add -
view. You can add fields, set

Tables indexing options, and perform other

B Tablet advanced table design tasks.

Search.

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

Item Code Short Text Enter the item’s code

ltem 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

H -

Home

™ 8 Table Tools  Big City : Database- C:\Users\GregBowden\Daocumen

e IRAERSREEEEES 3 Your field definitions should look like

Create External Data Database Tools

&= Insert Rows r| Jizel
3 Delete Rows =
View = Property Indexes Create Data Rename/ Relatjgfzhips
- EQ Modify Lookups  gheet Macros - Delete Macro
Views Tools Show/Hide Field, Record & Table Eventg Relationships
All Access Obje %) « || =3 Table1 | T Tablez
p— ¥ Field Name Data Type Description (Optional)
Item Code Short Text Enter the item's code
Tables * Item Name Short Text Enter the item's name
B Tablet 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 dealers 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.

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.

5-2 © Guided Computer Tutorials 2016



Creating More Detailed Forms 5

2016 file fa

4 The table needs to be saved. Click

Table Tools  Big City : Database- C:\Usgrs\GreaBowden\Documents\Access Staraae'\Big Citv.accdb (Access 2007 -

Q Tell me what you w

A . .
o L S E‘t L on the SAVE icon in the QUICK
H odi ookups ) EXEs reate Evﬂ £nam

Views Tools e E\I’:;E;\vv;'Hit:lzz Field, Renzor EIEMEUD ACCESS TOOLBAR’ enter the table
All Access Objd : saens 7 BN name:
ety e E Data
% ?sbl , Data ort Text E

able hort Text El

o ® et | [brertont + and select OK.
currency El
Microsoft Access m

e o £ 5 You will be asked to set a PRIMARY

l \ Although a primary key isn't required, it's highly recommended. A table must have a primary key f

Do you want to create a primary key now? / KEY. ThiS iS nOt necessary for this
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.

H ( g Table Tools Big City : Database-

“1'1 Click on the TABLE 1 tab then

Create External Data Database Tools Fields Table

b I
| RIGHT+CLICK on its icon and select
Vi;ws v Clipboard ] CLOSE-
All Access Obje... ® « |3 ™70 "
Sf:!:'" j} * "5 Close
B Data i ) QC%E -
= Tablet .bi—'—u Design View
8 Datasheet 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 the form will be created in
DESIGN VIEW.

A Opening the Form in Design View

Big City : Database- C:\Users\GregBowden\Documents\Access Storage\Big City.:

External Data Database Tools Q Tell me what you want to do...

m D [ Form Wizard @ 3 {71 Report Wizard

Mavigation =
S 5 Report Blank

B BE&

Application  Table Table SharePoint  Query CQuely

Parts - Design  Lists - Wizard Design Design Report
Templates Tables Queries
All Access Obje... ® « Form Design 1 Open the CREATE tab in the RIBBON
Create a new blank form in Des . .
o £ and click on the FORM DESIGN icon.
EH Data In Design view, you can make

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

™ S Form Design Toaols Big City : Database- C:\Users\GregBowden\Documents\Access Stora

Home Create External Data Database Tools Design Arrange Format @ Tell me what you want to do...

E,El Logo

= E“'”"' %AGE%EI@’%EE'I\%EE'D [ Title

View  Themes [ - — Insert

- - Fonts T Image~ E:l;.DateandTimE
Wiews Themes Controls Header / Footer

H =5| Form1
All Access Obje... ® «|| =
L B - e 2L - T A - L B T I | | I I - e R

Search. yel

Tables %

# Detail \
I

~_ \\\ 2 The form is opened in DESIGN VIEW

N which has a grid in the DETAIL
section and rulers at the top and
left.

 pata

O S
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B City + Distabiarse- €\ U GergBovedder D urmentsh A s Stonsge g Gy scedls [Acces 2007 - 2016 1

file futemat] - Atcens T = o

. | 3 Move the pointer over the bottom
right corner of the grid. The cursor
should change to a rectangle with
arrows. Hold down the mouse
button and drag the corner to the
bottom right corner of the screen.

When creating a detailed data entry form, usually as much of the

screen as possible is used.

B Linking the Form to the Data Table

When creating a form in DESIGN VIEW the table or query that stores the data must be

specified.

— Lo
DD = E‘EQ
ndc Extinc 'T:'h I View Code
A .x|_-t|ng roperty__Ta P - T
Fields Sheet rder o L e e LT

Tools

Property Sheet

Selection type: Form

(2 B O I3 T - RO

Farm

Format| Data | Event = Other

Recard Source Data
Recordset Type Dynaset
Fetch Defaults es

Filter

Click on the PROPERTY SHEET icon
in the DESIGN tab to open the
PROPERTY SHEET pane and, in its
DATA tab, set the RECORD SOURCE
box to the DATA table.
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C Setting the Grid

The grid that is provided can be changed to show less dots.

Property Sheet *

Selection type: Form

Farm v

Farmat (a_mm Other | All

Caption

Default View Single Form 1 Inthe PROPERTIES SHEET pane open
Allow Farm View Yes

Allow Datasheet View Yes

Allow Layout View Yes the FORMAT ta b.

Picture Type Embedded

Picture {none)

Picture Tiling Mo

Picture Alignment Center

Picture Size Mode Clip

Width 26.486cm

Auto Center Mo

Auto Resize Yes

Fit to Screen Ves

Baorder Style Sizable

Record Selectors Yes

Mavigation Buttons Yes

Mavigation Caption

Dividing Lines MNo

Scroll Bars Eoth

Cantrol Box Yes

Close Buttan Yes

Min Max Buttons Both Enabled 2 S h GRID X d GRID Y b

Maveable Mo et t e an oxes'
Split Form Size Auto .

<ol Form Orentation Datasheet o Tor. which are near the bottom of the
<plit Farm Splitter Bar Yes

Split Form Datasheet Allow Edits | H 4 h h 4 d

St Form Printing Farm Ony Ist, to 4 so that there are ots per
Save Splitter Bar Position Yes

Subdatasheet Expanded MNo

Subdatasheet Height DCV am.

Grid X 4

Grid ¥ 4 /

Layout far Print Mo

Inserting Fields

Fields and labels can be placed anywhere on the screen. The purpose of a data entry
screen is to make the data as easy as possible to view and enter, so time is usually taken
to make data entry screens look attractive.

i City : Database- C\Users GregBowden Doturments\Access StarsgeBig City.scedb fAccess 2007 - 2016 file farma) -.. (d (s}

Enternal Uals  Dtabase Took (USSR Ar u it yous want b dis. Giresg Herveddert

Add Biisting Propeity  Tah
Fiellt  Sheet Ons

All Access Obje... ® « || T fem i *
i . o | [ DR B BUREE P TR R ] e |

=

Tables S

1 Click on the ADD EXISTING FIELDS
icon in the DESIGN tab of the FORM
DESIGN TOOLS and the FIELDS LIST
pane replaces the PROPERTY SHEET
pane.
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