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
COPY database from your STORAGE folder.

NOTE: If you do not have a copy of the BANK RECORDS COPY database you can
open it from the CHAPTER 2 folder of the ACCESS 2013 SUPPORT FILES
as an OPEN READ-ONLY file, then save it in your STORAGE folder as
BANK RECORDS COPY.

@ s Bank Records Copy @ Database- C\Users\GE'\Desktop\Access StoragelBank Records Copy.acedb (Access 2007 - 2012
HOME CREATE EXTERMAL DATA DATABASE TOOLS
)
ize to Switch
S g9 More elect Fit Form Windows ~
Tables <€ 2 Click on the down arrow at the top
Navigate To Catego
. of NAVIGATION pane and select ALL
i W ACCESS OBJECTS so that you can
e see all the objects in the pane (at
Fter B Group the moment there is only one table).
Tables
Queries
Forms
Reports /

All Access Objects
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Creating a Form

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

| 1 Double click on the CURRENT
LOANS table to open it and
MAXIMIZE the screen if you wish to.

BEHdH < Xy = TABLETOOLS Access
HOME ~ CREATE  EXTERWALDATA  DATABASETOOLS  FIELDS  TABLE

b( X Cut £ Ascending Y Selection - 1= New 2 Totals Hl e Replace
vier | pams T2 Copy %l Descending T Advanced - Péf:h Hsave % Spelling - GoTo-
= & Format Painter Rem Toggle Filter | g+ X Delete ~ B More~

Views Clipboard ) Sort & Filter Records

= T
All Access Obje... ® « /
Tables A

= current Loans e—(

Wiew Filter

I3 Select™ | Fit Form Wind

Current Loans. - 0 x
FirstName - LastName - Sex~ Address ~ loanDate - Income ~ Loan - Mmm‘z‘a
Caroll Robinson F 142 High Street Richmond 3121 03-Sep-14  $25,500.00 $2,550.00
Michael Smith M 79 Charles Court Fitzroy 3065 08-5ep-14  $28,000.00 $2,800.00
Gary Kane M 8 Newell Road Surrey Hills 3127 04-Sep-14  $32,000.00 $3,200.00

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

m H ¢ -" = TABLETOOLS Current Logns=Access ‘
h HOME CREATE RNAL DATA DATABASE TOOLS FIELDS TABLE 2 Open the CREATE tab in the RIBBON
EE N RE " '

et _ > and click on the FORM icon to start
Application | Table Table SharePoint | Query Query

Parts ~ Design  Lists~ Wizard Design
Templates Tables Queries h Forms the form'
2 First Name - Address
All Access Obje... @ « — Form .
Tabs % Create a form that lets you enter zet Richmond 3121 03-Sep-14
Michael information for one record at a ourt Fitzroy 3065 08-Sep-14
T current Loans | time. =
| Gary ad Surrey Hills 3127 04-Sep-14
lan N 1 n KA 52 Alivar Cr nt Dickh d 2121 Fa T n 1A
@ H = = Curren t Loans - Access FORM LAYOUT TOOLS 7 - 0O X
HOME ~ CREATE  EXTERMALDATA  DATABASETOOLS | DESIGN | ARRANGE  FORMAT Signin - X
=
El I colors - g oS o R = Logo o
A = & E e A
View | Themes 2] fonts - [\f Aa D (=] Eﬂ = mJ I:l E —| Insert 0 Tite Add Existing Property
g < |a]Fonts "l image - | EBDateand Time | Figids  Sheet
Views Themes Contrals Header / Footer Tools ~
All Access Obje... @ « -=| Current Loans
Tables 2 (Y]
T current Loans =

First Name | carol

e 3 The FORM is created with the table
T name in the HEADER section and
topes: NS the fields in the DETAIL section. This
is called a STACKED form and the

Income $25,500.00

o, FORM LAYOUT TOOLS are displayed
in the RIBBON.
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73 Charles Court Fitaroy 3065

Od-Sep-14

518,000.00

52,600.00

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.

Current Loans - Access FORM LAYOUT TOOLS

DATABASE TOOLS DESIGN

ARRANGE

BEHS & -
HOME  CREATE

A - s
D nCoIars L:‘?Aalj%

View  Themes Eriftas

D Form View - e
E layoutViewI} A

b{ Design View
§ ==

EXTERNAL DATA

Contrg

<« -=

0ans

First Name || Michael

LastName  [Smith

ENARMAT

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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B H- = Current Loans - Access FORM LAYOUT TOOLS
HOME ~ CREATE  EXTERMALDATA  DATABASETOOLS | DESIGN | ARRANGE  FORMAT

- ¥ Laga =
S L EPEIRCY EEE I -
3,

View | Themes [] Fonts -

| 2 FORMVIEW is used when a form

e coss 00 . i is complete and operational. You

e rrne [den can change the data but not the
N appearance of the form in this view.

[$28,000.00

£2,800.00

Saving the Form

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

E — . m—— 1 Click on the SAVE icon in the QUICK
P—r— ACCESS TOOLBAR and you will be
asked to give the form a name.

HOME CREATE EXTERMAL DATA DATABASE TOUD

A olors = e a
ENT L E e Y=

View | Themes (4] Fots -

Views Themes Save As m |
All Access Obje... @ « | | Forn ame:
Tables P =S Data Entry )
= current Loans H = = F 2 Enter.
— ——— 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.
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