MICROSOFT ACCESS

AS

Working with Forms




Contents

» [ntroduction
» \Why Use Formse
» \Working With Forms
®»To open an existing form
Entering and modifying data

» [0 add a new record
» [0 find an existing record to view or edit
» [0 save the current record
B [0 deleje [he cUrrenl recore
» Using Form Features
» Practice




Intfroduction

While you can always enter data directly info
database tables, you might find it easier to use forms.

Forms ensure youre entering the right data in the
nght location and format. This can help keep your
database accurate and consistent.




Why use formse

Many of us fill out forms so often that we hardly notice
when we're asked 1o use them.

Forms are so popular because they're useful to the person
asking for the information and to the person providing if.

- They are a way of requiring Information in a specific
format, which means the person filling out the form knows
exactly which information to include and where to put it.




Why use formse

This Istjust ‘as frue of forms in Access. :Wheh you:enter
information into a form in Access, the data goes exactly
where it's supposed to go: into one or more related tables.

While entfering data info simple tables is fairly
straightforward, data entry becomes more complicated
as you start populating tables with records from elsewhere
in the database.

For instance, the orders table in a bakery's database

might link to information on customers, products, and

prices drawn from related tables. For example, in the
ders Table below the Customer ID field is linked to the
ustomers table.

|='_=| Customers =H Orders Table \ B Order ltems ‘
- | Customer ID ~ Paid = | Pre Order - |
5 44 Yes Mo
6 136 YTes YTes
7 131 Yes Mo
8 145 es es

e —————— et



Why use formse

In fact, in order to see the entire order you would also
have to look at the Order ltems table, where the menu
itfems that make up each order are recorded.

|f| Customers . | orders Table |j Ovder ems
1D | OrderID ~ | MenultemID ~ | Quantity -
7 179 1

5

5 332
9 6 6 |
10 Fi 122

The fecords in these tables include ID numbers of records

from other tables. You can't learn much just by glancing af

these records because the ID numbers don't tell you much
out the data they relate to. Plus, because you have to

lpok at two tables just to view one order, you might have
difficult time even finding the right data. It's easy 1o see
W viewing or entfering many records this way could
come a difficult and tedious task.



Why use formse

A form containing the same data might look like this:

|f| Customers | BB orders Table (R Order ttems |:__E'| Orders

= New Order

~| Order #| 64 Pickup Date | 6/22/16

Customer Tappen
MNotes For a kindergarten party. Write, "Happy 6th Birthday, Matthew!" on Pre Order
the cake and draw a rabbit in icing next to the text.
Paid

ElAdd Item
Category ~ Product * | Quantity - | "Unit" ~ | Price -7| Subtotal -
Cookies Butter Pecan | One Dozen $14.00 $14.00
Cookies Oatmeal Raisin | One Dozen £14.00 £14.00
Cakes Cookies n' Cream | Single $22.00 $22.00

*
Total $50.00

Record: 4 4 |3 of 3 F oMb Ma Filter | |Search




Why use formse

s = As you can see, this record is
' much easier to understand
when viewed in a form.

tomer Tappen ~| Order#|64 | Pickup Date | 6/22/16

For a kindergarten party. Write, "Happy 6th Birthday, Matthew!" on Pre Order
the cake and draw a rabbit in icing next to the text.

,- Modifying the record also would

be easier because you wouldn't
S . have to know any ID numbers to
Cotie nanmremn D oreiem| s | s - COTErnew data
Cookies Oatmeal Raisin | One Dozen $14.00 $14.00
Cakes Cookies n' Cream | Single $22.00 $22.00

Total $50.00

'» When you're using a form, you
. don't have to worry about
entering: dala - into. i the  nght
tables or in the right format—the
form can handle these things
itself. There's no need to go
back and forth between tables
because forms bring all of the
informafion you need together
in one place.




Why use formse

BT e KT E » Nof only do forms make the data
o . entry process easier for the user,
= e Orter . Dbut they also keep the database
=] ontr {1 i e a1 . itself working smoothly.
Notes For a kindergarten party. Write, "Happy 6th Birthday, Matthew!” on Pre Order
e ————— '» With forms, database designers
— . can control exactly how users are
o e e fee Tl dble  fo  inferact  with  the
o omncran e | dATADOsE.
Total $50.00

'» They can even set restrictions on
. individual form components to
ensure all of the needed data is
entered and that it's all entered in
a valid format. This is useful
because keeping data consistent
and organized is essential for an
accurate and powerful database.

Record: M 4 3 0f3 LI T Mo Filter | [Search




Open an existing form

Create

Oper  yoUr: addraodase,: idhe Hlocaie Home
the Navigation pane. % cut

E|’_£| Co
Paste p}r

Format Painter

External Data

View Filter

In the Navigation pane, locate the

Views Clipboard P B
form you want to open. All Access Objec..® «
t : Search.. ya
Double-click the desired form. Tables v
Quenes ¥
Forms *

Customers

Customers Form

Employee Database Mavigation
Menu ltems

Order ltems

Order ltems subform

Orders

Products
Reports




Open an existing form

4. It will open and appear as a tab in the Document Tabs
bar.
Home Create External Data Database Tools Q Tell me what you want to do...
—— Cut Ascending Selection == Mew E Totals
— Cop Descending ] Advanced - Hs % Spellingll
Wiew Paste . Filter nding L] Advance Refresh = oaE ool
- o Format Painter Remawve Sort Taggle Filter All = Delete - Mare
Views Clipboard P B Sort & Filter Records
: = —8| Cust
All Access Objec...® « (SOMmER A
Search.. ya
Tables ¥ o=
Quernies ¥ 4
Forms % Search w
% Customers
=2 Customers Form First Name  |Tracey Last Ma
% Employee Database Mavigation
= Street 7 East Walker Dr
EI Menu [tems . G e '
% Order ltems ™ 'h
r Ci i Stat:
% Order ltems subform , Y Ralmgh e
% Orders 1 . :
|\ Email beck@email.com
% Products
Reports ¥
- Phone Mumber |919-555-2314




Entering and moditying dato

Depending on the database you're using, the forms you
work with may include special fools and features that let
you perform common tasks with one click of a button.

No maftter what type of form you're working with, you can
follow the same procedures for carrying out certain basic
tasks.




Add a new record

There are two ways to add a new record to a form:
In the Records group on the Home tab of the Ribbon, click

the New command.
Database Tools

Home Create External Data
Ascending Selection ’@ (=] New 2 Totals

— Cut

== Cop Descending T= Advanced - E Save Spellin

View Paste = Filter = Refresh v’" ; g
- Farrnat Painter Remowve Sort Toggle Filter All= Delete - Mare

-

QTEIIrm— vhat you want to do...

Records

Views Clipboard P Sort & Filter

On fhe Record qugahon bqr at the bottom of the
dow, click the New Record button.

Record: M 1o0f19%9 | F M ’% Mo Filter | (Search I:

Wi




FInd an existing record to view or edit

There are two ways to find and view an existing record using
form, and they both use the Navigation bar at the bottom
f the scfeen:

To look through records one at a time, click the navigation
arrows. The right arrow will tfake you to the next record,
and the left arrow will take you to the previous one.

Mext record
Record: 4 4 [1of199 | » w e | & Mo Filter |[Search

..................................................

Tg search for a record, type a word you know is contained
im that record in the navigation search box.

Record: M 4 |30f 199 | F Mk Mo Filter smith| I E
5 h



Save the current record

. Select the Home tab and locate the Records group.

. Click the Save command. The current record will be
saved.

External Data Database Tools Q Tell me what you want to do...

Y %l Ascending

Cop 24D ding 1o Ad d~
Cop &l Descendin .| Advance

- Filter = Refresh
Farrnat Painter Remowve Sort Toggle Filter All - Delete - Mare

Create

T Selection~ = Mew z Totals
EESE?EI,} ?:.5 Spelling

Views Clipboard P Sort & Filter Records




- Delete the current record

. Select the Home tab and locate the Records group.

. Click the Delete command.

Database Tools Q Tell me what you want to do...

Home Create External Data
ﬁ'l Azcending Y Selection~ ’_ == [ew E Totals

== ey X Cut Y
== Ry Copy = El Descending T@Advanced* FA— EESEUE A:; Spelling
ilter res
Taggle Filter All = 7< Delete ~ Mare

View Paste
Remowve Sort

-

Format Painter
Views Clipboard a Sort & Filter F‘.ec&ds

3. A dialog box will appear. Click Yes.

Microsoft Access

You are about to delete 1 record(s).

I If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Yes Mo
L3

4.\Ke record will be permanently deleted.




Using form features

Most data entry using forms is
done with labeled text boxes. A
text box is the Access equivalent
of the blank space where you
would write your information on a
paper form. To enter data into a
text box, simply click the text box
and begin typing.

=5] Customers

The drop-down search box allows
you to search for existing records.
Simply begin typing, and records
that match your search will appear
in the drop-down list. You can also
browse existing records. Just click
the drop-down arrow and scroll
through the list of records.

Clicking the New
Record bufton wiill
create a new

record with all fields
cleared except for
fields with a default
value.

I N ——
Search I ~ I New Record .{
Irst ‘iﬂlll-_’l Tracey I Last Mame Beckham
Street
7 East Walker Dr.
Address
City Raleigh State [NC Zip Code [27612
Email beck@email.com Add to Yes-- Weekly & Events
Mailing List?
- Phone Mumber |%19-555-2314
=i = (=




Using form features

Form buttons can provide If the database designer has created In order to guarantee
quick and easy ways to carry  any rules specifying what type of that users only enter valid
out common tasks instead of data can be entered info each field, responses, the database
using the commands on the these rules will be reflected in the designer may use a
Ribbon. From left to right, the related forms. If you encounter a combo box. A combo
buttons here allow a user fo message like this one, click OK and box allows you to enter
save, delete, and print the re-enter the data following the data by choosing from a

current record. instructions in the dialog box. drop-down list of choices.
=5] Customers
D R |
Search v ENew Record l
ke H I
First Mame Tracey ast Name Beckham
street 7 East Walker Dr. 1
Address
City Raleigh State | NC I Zip Code (27612
Email  |beck@email.com Add to  J Yes—- Weekly & Events |~ :4—
Mailing List!

- Phone Mumber |%19-555-2314




Using form features

This customized button will create a 7
new record with all fields cleared.
Note that the subform is also totally [=revone ]

CleOred. Customer I Whitman R I Order #| 5 Pickup Dat | 12/4/13 I

’ Motes I'm not sure what hT.eant. but he said our goods are for anyone who Lp A der
o wants to "grow in thf open air and eat and sleep with the earth.”|

Drop-Down List ’ tand seep withthe esth
This allows you to select an existing
customer from the Customers table. Skl

H H H Category - Product = Quantity | "Unit" - Price §-1 Subtotal - |+
Slmply begln Typlng' Or SeleCT O nome Cookies Chocolate Chip 2 Single $1.40 $3.00
from The drop_down IIST Thls form Cookies Fudge Brownie | Single $2.40 $2.00
requires each order to be linked to an Cookies  Ginger Shortbread | Half-Dozen  $10.J0 $10.50

o gy . Pastries Brownies | One Dozen $15.40 $1%9.00
eXISTIﬂg CUSTomer record’ WhICh helps Cakes Black Forest 5 Single $22.90 %110.00
to preserve the integrity of the Cakes  Coconut 2 Single snf  s4a00
database. If a customer is not in our E';k e ' S —! ;’ﬁgg
. upcakes aramel [Mogia Latie 4 Jngie LU .
database, we can add them with the Cakes  Carrot Cak ! Single $200  $22.00
CUSTomerS form. .r“-.l,MTm:aI BlnmLe VA 2 Cimrln 77 NN $;;;;ru\ .
Record: M 1of 11 F oMb lo Filte Search

Calendar Bution

Because the Pickup Date field on the related form only accepts
information formatted as a date, the Pickup Date text box includes a
calendar button to ensure users can only enter a date in the desired
format. Requiring dates to be entered in a consistent format ensures
that the database willrecognize each entry in this field as a date.




Using form features

== Orders

Yes/No Checkboxes

There are only two valid responses for 7
the Pre Order and Paid fields in our
related table: yes and no.
Checkboxes give users an easy way Customer [ Whitman ~] Order#[5 | Pickup Date [ 127
to input this data. Simply click the Notes I'm not sure what he meant, but he said our goods are for anyone who
Chec kbox for yes or |eo\/e |-|- wants to "grow in the open air and eat and sleep with the ear‘th."|
unchecked for no.

= New Order

' ﬁ! :_EIAdd Item

Add ltem to Subform — —— =
This button launches the subform that o Pr— 5 o e BT
allows you to add a new record to the Cookies  Ginger Shortbread I Half Dozen  $1050  $1050
embedded fable. When using a - R
subform like this, enter the data as you Cakes Coconut 2 Single $22.00 $44.00
would in a normal form, then click = SpmEs | Single Ll el
Save and Close. The new record will e ; S By
be displayed in the embedded table. e 2 el _cccon
m—

Subform and Embedded Table

In our database, order items are stored in a separate table from
the orders themselves. In order to enter and display order dataq,
this form includes an embedded subform and table. This orders
table can be viewed and searched like a normal table, but it
only includes data linked to this particular order.

W\

\/ — 1




Practice

Open practice database.
Open the Orders Form.

Create a new record with the following data:
Customer: Eric Oglesby

Pickup date: February 14, 2017

Order items: Cakes: Coconut (1)

following changes:
freet Address: 190 Cook Street
ity: Chapel Hill
Code: 27514
ail: dwightp@email.com



TAE END




