MULTIMEDIA TRAINING KIT

MS ACCESS FORMS HANDOUT

Developed by: SANGONeT for the Association for Progressive Communications (APC)

1MULTIMEDIA TRAINING KIT


1MS ACCESS FORMS HANDOUT


1About this document


1Copyright information


1Introduction


2Create a form using the wizard


3Create a form using design view


3Enter data into the database using simple forms


4Modify form layout




About this document

These materials are part of the Multimedia Training Kit (MMTK). The MMTK provides an integrated set of multimedia training materials and resources to support community media, community multimedia centres, telecentres, and other initiatives using information and communications technologies (ICTs) to empower communities and support development work.
Copyright information

This unit is made available under the Creative Commons Attribution-NonCommercial-ShareAlike License. To find out how you may use these materials please read the copyright statement included with this unit or see

http://creativecommons.org/licenses/by-nc-sa/1.0/legalcode 
Introduction

Forms are objects in MS Access. Forms are useful for adding or modifying database records. Forms can also be used to create custom dialog boxes to accept user input and then carry out action based on that input.

By the end of this unit you should be able to

· Create a simple form 

· Enter data into the database using simple forms 

· Modify form layout 

Create a form using the wizard

1. Click on Forms in the Objects list.

2. Double-click on Create form by using wizard.

3. The Form Wizard window will open.

4. Click on the drop down menu and select the table you want to create a form for.

5. Notice that the fields for that form will appear in the Available fields box below.

6. If you want all of the fields in your form, simply click on the >> sign.

7. Click on the field you wish to appear in the form and click on the > sign.

8. Continue until all the fields you need are in the Selected fields box on the right.

9. Click on Next.

10. Select your preferred form layout by clicking on the round white circle.

11. Click on Next.

12. Choose the style you want for your form and click Next.

13. Type the name for your form into the text box at the top.

14. Click on Finish.

15. Your form should appear in front of you.

	Refer to Exercise 1 in the Exercise Document.
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	You do not need to include AutoNumber fields, as these will be filled in automatically.




Create a form using design view

To create a form in Design view, follow these steps:

1. In the Database window, click the forms tab.

2. Click new.

3. In the Form dialog box, click Design View.

4. Click the name of the table or query that includes the data you want to base your form on. If the form won’t contain data (for example, if you want to create a form to use as a switchboard to open other forms or reports, or if you want to create a custom dialog box), don’t select anything from this list. Please note that if you want to create a form that uses data from more than one table, base your form on a query that includes the tables you want to include.

5. Click OK and then put on the controls on the form from the toolbox.

	Refer to Exercise 2 in the Exercise Document.
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Enter data into the database using simple forms 

To enter data into a database using forms, open the respective form, and type in the data in the space against each field.

See the sample of a form below:
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Modify form layout 

You can customize a form in many different ways, that is you can do any or a combination of the following:

· Change the appearance of a form

· Move, size, or align controls on a form

· Change the label text or a control source

· Add a field or controls

· Change a control to another type

Here is an example of a design view of a form:
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Controls: you can align them, resize them, change them to another type etc.

selected fields





Text box control





Label control
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