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MICROSOFT ACCESS — Lesson #7

Objectives:

When you have completed this sheet you will be able to:
Create a form which displays the information from a table
Understand how to navigate records using a form
Be able to add and delete records through the form.

Notes:

The activities in this worksheet build on the database you built from working through Lesson #1 and Lesson
#2. If you have not done these you must download the sheets from the web site: www.ictgcse.net and
complete them first.

Using a form to view, edit, create and delete records is a much
more convenient method then directly doing these tasks through
the table in datasheet view. With a form we will see the contents
of a record — or as much as we want to see — one at a time. Not
only will the data in each field be displayed but also a label
identifying the data, together with any other text such as
instructions about how the data should be entered. At the end of
this lesson you will have created a form which looks like this. In
following lessons you will improve the form to help with more
accurate data entry. The form here on the right is what we are
aiming for.

Activity:
Open Microsoft Access on your computer, and open the database: VideoStore

You see this panel. Remember it is called the
database window. Your data is held in the table called
tbIFilmDetails.

You are going to create a form so click on this button in ©
the objects list. *— >

A FORM is a way of viewing data. The table
can accept data from either a table or a query.

The window changes. At this point we choose the method CD

for creating the query. We will choose to use the Design View.
Double click on this now.

This is the design view of the form
which at the moment is empty. The other
important element that has just appeared
on your screen is the toolbox.

We will be using only a couple of buttons
at the moment:

Labels: for placing text such as headings,
Text boxes: allow data to be displayed

The first task is to link the table we want to use to the

form. Make sure that the element that is the current
‘focus’ is the form, by selecting form from this drop down list. Now click on the properties button in the

toolbar.
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This panel is displayed — the properties of the form. Here you are
going to connect the table to the form. Make sure the Data tab is
selected. Click on the so that the pull down list appears.
Click on the table name.

Immediately a field list will be displayed. This lists the
fields that can be attached to the form. This might seem
obvious but do not forget that a query can also be attached to a form and the field list might
contain fields from a number of different tables and other queries. Close the properties
panel.

Click on a field name in the list and keep the left button
of the mouse pressed down. Drag the field onto the form and
then let go so that the field is placed on the form. The list
remains unchanged — you haven't dragged it off the list, just
copied it to the form. Drag onto the form all the fields EXCEPT
the field name InStore as you are going to see another way in
which fields can be added to the form. The fields, and
anything else you place on the form, are called controls. So
far the form looks like this:

Arrange the fields as you like. If you need more space then
move the pointer to the bottom of the form and when the pointer
changes to this click and drag downwards to create more
space.

Things to notice so far:

- for each control there are two items- a label (grey) and the data
stripe (white)
the little black squares around the item indicates that the item is
selected — whatever you do will happen to that item.
each item has 8 squares around it but one of them (top left) is larger than the others. You click and drag
to move the field when the pointer changes into either a flat hand or a hand with a pointing finger. If you
move the pointer over the big square then that single item (eg data stripe) will move independently of the
other (label).

Placing data fields other than through the field list is very easy. There are two steps: create a control
and then assign a field to it. On the toolbar click on the textbox button . On the form click and drag
an area to make a control. The label is added automatically.

To connect the contrrol to some data make sure that the white
stripe has the black squares around it and then click on the
properties button like you did before. Make sure that the data tab
is selected. In the top space (Control Source) click on the arrow
at the end and select InStore from the list of available field
names. You will need to change the text in the label.

Just as you would with the data fields in a report, use the formatting toolbar to change the appearance of the
labels and data stripes.

If at any time you wanted to see how the form was coming along you can click on the form view button
in the toolbar. You then see the form as the person using the form would see it. To return to the design
view click on the design view button.

Finally, the form needs a label adding to it in order to give the form a heading or title. In the toolbar click on
the label button .On the form click and drag an area to make this new control. In the space that you
have created type in: Film Catalogue
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Note that as you type the formatting toolbar is not available. When you have typed in this heading click on
the form outside the label and then click back on it once to select it. You can now use the formatting bar to
change the size, style colour.... of the text and also the fill colours for the background.

Your form should now be looking quite complete. Finish any formatting and we will turn our attention to
using the form.

Click on the form view button. You should
have something similar to this:

Using the form is very easy. At the moment we are
viewing record number 1 out of 20. This information
is given to us in the record navigation area of the
form.

_ _>

This is what the buttons mean: /Add a new record

«— Number of records in the table
/ \Move to last record

Move to the previous record Record being displayed Move to next record

Move to first record

Clicking on any of these buttons will give you the idea straight away.

Adding a new record could not be easier. Click on the add new record button. The form will now
have all the data stripes empty and the record selector will show that you are at record number 21. You
would type in you data in the stripes. As you type and move to other stripe the data is automatically saved.

Let's type in information about another video.

Film 1d: 21

Title: Shrek 2
Category: Childrens
Type: DVD
Year: 2004

In Store: Yes

What about deleting a record. For example you might have

lost or thrown out a film.

For example Film ID 17: The last Emperor needs deleting. Use the navigation buttons to get to it. On the
toolbar click on the delete record button.

A message asking for you to confirm this. Click on ‘Yes’ and the record is deleted from the table.

Close the form now and you need to save it. Callit: frmViewDetails

Close the database and Access.
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