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DRAMA CLUB
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So far you have created a database called DramaClub. This database has a
table called tbIMemberDetails. The table contains details of 10 members: 3
children, 5 adults and 2 pensioners.

If you do not have this database and information completed yet you must go back
to the project outline document.

P The purpose of this worksheet is to bring the database to a working state by
creating a data entry form.

Open the database DramaClub.

You are going to create a form that can be used to enter data about members in a more
user friendly way.

Click on Forms and double click on Create Form in Objects
design view [ Tables
__’j Queries

| ﬁ Forms

The next few steps are quite easy but look difficult so you need to concentrate

The widow that opens now shows a blank form. In the state it is now there is no data
displayed because there has been no instruction as to what data to connect to the form nor
where on the form any data should be displayed. These are the next two steps.

To get the table tbIMemberDetails connected to [ S
the form you need to click on the properties button
in the toolbar.... =
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and you will see this window displayed. Rnlecof'd Saurce
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Ensure that Form is displayed in the top white ¥ sl Fiters [ree

stripe, and then click on the Data tab. Now choose
tbIMemberDetails in the drop down list alongside Record Source.

Straight away another little window opens which contains a list of all the fields
available to you. You can then close the window headed Form.

Click and hold each field name and then drag and release over the form.

[If you click once on the top field name, hold down the shift key and click on
the last field name, you can select all the fields in one go.]

AddressLine1
AddressLine?
Addressline3
Drag all the fields onto the form and then you can close this window with the ||Sender

listin it. Telephone
MemberStart

TypeOfivember
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This is what you see now...

The arrangement of the fields is the first
task we will tackle.

There are a couple of things to note
before we start.

On the toolbar there is a button —
looking like this -

If you click on it you are shown the form
as the user will actually see it. Now in
the toolbar the button has aZ -
changed to this s

Click now and you go back to the design view. Basically these buttons just switch you
between the 2 views. This is really handy as you rearrange things because you can keep
on checking that the user view is coming along as you want.

Click anywhere on the form and the small black
squares around the fields will disappear. Now click
on one field and the small black will appear around
that field. For example, here the MemberNumber

. Field name label Field name data
field has been selected. The two parts are connected  [change/edit as [NEVER edit the
in quite a simple way. One part is the label that  you wish] contents of this]

refers to the data, the other is the data placeholder.
The contents of the label can be changed but NEVER
change what appears in the data placeholder.

The black squares are significant as well. As you move the pointer over the field it changes
shape. Over the field generally it is in the shape of a flat hand. As you move over the
larger of the squares on the top left corners the hand has a pointed finger. If you click and
drag when you have a flat hand, both the label and data move together. If you click and
drag with the pointed finger just that element (label or data) moves.

To change the appearance of the label or data click on the element once to select it. Once
you have done that the formatting toolbar is displayed so you can change things just as if
you were in the word processor. Spend time now changing the appearance of the data
elements and their position.

Try to get to something like this:

Questions:

- Can you get the background of the form
itself to change colour?
Can you get a line around a data field?
Where did the heading come from?
How come the telephone number and date
for membership are to the left of the box
and not the right?
Resizing of the member number and
gender?

By using the new record button, add details for 4 more children, 3 adults and 3 pensioners.

Save the form. Click on the close button and save as frmDataEntry.
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