MULTIMEDIA TRAINING KIT

Exercises: MS Access forms

Developed by: SANGONeT for the Association for Progressive Communications

Exercise 1: Open an existing database and create a simple form using a form wizard

An existing database, traindept.mdb, is loaded onto the computer for training purposes. We will work in it for this exercise.

1. Click on File, Open.

2. Click on traindept.mdb in My Documents.

3. The database will open in Access.

4. Select Forms from the objects list on the right hand side of the database window.

5. Click on the new form, and from the pop-up window select the form wizard.

6. Choose any table (or query) from the dropdown list to use on your form.

7. Click on the Ok button to continue with the form wizard.

8. Select the fields you would like to see on your form.

9. Click on the Next button to select the layout.

10. Click on the Next button again to select the layout.

11. Click on the Next button to name your form.

12. You may now click on the Finish button to view you new form.

Exercise 2: Modify a form created in the previous exercise

An existing database, traindept.mdb, is loaded onto the computer for training purposes. We will work in it for this exercise.

1. Go to the Form created in the previous exercise or any other form.

2. Open the form in design view.

3. Change the background colour of the form.

4. Change the font and size of at least three labels from the form.

5. Double click on any textbox on the form view its properties.

6. Experiment with any other field and its properties.

7. You may now close the form from the design view, saving all the changes.
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