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Access 2000 Forms
Tips & Techniques

Creating a form

To create aform for data entry, start by clicking on Formsin the
Database window’ s |left-hand navigation bar.

* Double-click on Create form by using wizard.

Form Wizard

‘Which Fields do vou wank an wour Form?

§% o
% o Emm Yfou can choose From more than one kable or query,
Tables/Queties
|Query: al data =1
Available Fields: Selected Fields:

=

AIETEN B

Cancel | = Back I Mext = I Fimish |

e From the Tables/Queries menu, select the name of the table
into which you wish to enter data.

* From the Available Fields box, doubleclick on the name of
each field to beincluded in your form. Toinclude all of the
fieldsin your table, click on the double-arrow button to the
right of the box.

* Click on Next.
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Form Wizard

‘rhat layout would vwou like For vour Form?

H

" Tabular

" Datashest
© Justified

Cancel | < Back I Mext = I Einish |

» Next, select alayout for your form. The columnar layout
displays your fieldsin order from the top of the form to the
bottom. Thetabular layout displays your fieldsin order from
the left of the form to theright. Click on Next.

Form Wizard

what stvle would you like?

EBlends
EBlueprint
Expedition
Industrial
International
Ricepaper
SandStone

:Standard
Stone

Label IData Surni Painking

Cancel | < Back. I Mext = I Fimish |

e Select astylefor your form. Access provides several
preconfigured styles for use in the Form Wizard. Notice that
when you click on the name of each style, the Form Wizard
will preview that style at the |eft of the dialog box.

» After you have selected a style, click Next.
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‘what title do you want For your Form?

|example|

That's all the information the wizard needs to create your
Form.

Do you wank ko open the Form or modify the Form's design?

&' Cpen the form to view or enter information,

' Modify the Form's design.

™ Display Help on working with the Form?

Cancel | < Back | [ext = | Einish I

* Findly, give your form atitle, and click on Finish.

Creating advanced fields

Creating an option button
Access allows you to create option buttons to simplify dataentry in
yes/no fields. A single click in the option button instructs Access
to enter a“yes’ value in the field to which the button is linked.

*  Open your form in Design mode.

» If the Toolbox palette is not displaying, click on the
Toolbox toolbar button.

3=

* From the Toolbox, click on the Option button button.

HNE
Az abl [
= @V
Es'k
L= B [
=0 E
SO




Powered
by

Yy

1S

Using the special cursor that appears, draw a box in the
location where you want to place the new option button.

# Detail

Right-click on the newly-created option button, and choose
Properties. Inthe Properties window, click on the Data
tab.

Click on the down-facing arrow next to the Control sour ce
box to display a menu of fieldsin the data container to
which your formislinked. Choosethefield to be linked
with your option button.

i Option Button: Option8 x|
Farmat  Data IEvent I Other I all I

Control Source o0
DefaultYalue . ... ... . Emplowves Mumber -
YalidationFdle . ... v 0L Phane
Walidation Text ... ... 0L Address
Enabled . . Hours per week
ekl o oo v ovnnaonnon o
Triple State . ..o \v e uly
pl® U= Augusk
Summer &

Click on the Other tab and, in the Name box, typein a
descriptive name for the new option button.

Close the Properties window.

Finally, create a descriptive label for the option. Click
anywherein the Detail area of the form to deselect the
option button. Click on the label to select it, pause, then
click on the label a second time to place a flashing insertion
point inside the label box. Y ou can now edit the text of the
label asyou’d edit text in aWord document. Type your
label, and then type enter.

£ [Dntbrt]

Click on the Save toolbar button to save the changesto
your form.
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Creating a check box

Like option buttons, check boxes can be linked to yes/no fields so
that placing a checkmark in the box entersa“yes’ valuein the
field. Checkboxes are created in the same way as option buttons.

Open your form in Design mode.
From the Toolbox, click on the check box button.
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Draw abox in the location where you want to place the
new check box.

Right-click on the check box, and choose Properties, and
click on the Data tab.

From the Control source menu, choose the field to be
linked with your check box.

Click on the Other tab and, in the Name box, typein a
descriptive name for the new check box.

Close the Properties window.

Finally, select the check box’s label box and enter a
descriptive label. When you have finished, type enter.
Click on the Save toolbar button to save the changesto
your form.



Creating a combo box
Combo boxes are used to enter datain afield using a menu of
predefined choices. Use of thisfield type speeds and streamlines
data entry while limiting the possibility for errorsin data entry.

*  Open your form in Design mode.

* From the Toolbox, click on the combo box button.
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» Using the special cursor that appears, draw a box in the
location where you want to place the new combo box.
Access will launch the combo box wizard to help you
configure your combo box.

yitai| |Preferred contact methe |

* Clickon| will typein thevaluesthat | want. Click on
Next.

Combo Box Wizard

This wizard creates a combo bosx, which displays a lisk of values vou
can choose from, How dao you want vour combo box ko gek its
values?

= I wankt the comba bax ko laok up the values in a table o quary,

%I will kvpe in the walues that T want.

" Find a record on my Form based an the value T selected in my
combo boz,

Cancel = Back I Mext = I Einist
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Click in thefirst cell beneath the Col 1 header. Enter the
first item in your value list.

To add another item, type the tab key to create a second
cell. Enter the second list itemin thisnew cell. Usethis
process to create as many list items as you need. When you
have finished creating your value list, click Next.

Combo Box Wizard

What values do vou want ko see in your combao bax? Enter the number of calurmns vou wank
in the list, and then kvpe the values vou want in each cell,

To adjust the width of a column, drag its right edge to the width you want, or double-click the
right edge of the column heading to get the best fit.

Murnber of columns: I 1

Coll
Student Lacke
HelpDesk Coordinats
Student Trainer

Cancel | < Back I Mext = {! Einish |

Next, tell Accesswhereto place the value selected from
your list. Click on Storethat valuein thisfield. From the
field drop-down menu, choose the field that will contain the
data selected from this combo box. Click Next.

Combo Box Wizard

Microsoft Access can store the selected value from your combo box
in wour database, or remember the value so vou can use it later to
m perform a t§sk. withen wou select a value in your list box, what do
wou want Microsoft Access to do?
HEEE  OHHHE O HuER
:::,e ::: :::x = Remember the value For later use,
e T . o (@
3 ¥ Store that value in this Fisld: [=1
R R R R Firsk Name: =
HHE HEE KHH RY Last Mame
T A S Diate of Hire o
Pay Rate
S5M
Emploves Number
Phone A

Cancel I < Back. I Mext = I Einish I

Type a descriptive name for your combo box to replace the
name that Access generated. The name you enter will also
be displayed on your form in the label for your combo box.
Click Finish to insert your completed combo box into your
form.



* Finally, if necessary, move your combo box by dragging on
the edges of its box or resize it by dragging on one of its
sgquare corner handles.

» Click on the Save toolbar button to save changes to your
form.

Tip: Moving afield or label separately

Generally, Access forces you to move fields and their |abels
together so that one doesn’t become visually separated from the
other. However, you may want to move a label or field without
moving its partner. To do so, place the cursor over the upper left
corner of thefield or label, and then drag it to its new location.
(Notice the pointing-finger cursor; thisindicates that you'll be
ableto movejust thefield or just the label.)

g e g £
Job Title

Creating alist box
List boxes work in the same way as combo boxes, but a list box
will display theitemsinitsvaluelist in ascrollable box instead of
adrop down menu. The processfor creating alist box isalso very
similar to that for creating a combo box.

*  Open your form in Design mode.

» Fromthe Toolbox, click on the list box button.
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* Draw abox in the location where you want to place the

new list box.
e Clickonl will typein thevaluesthat | want. Click on
Next.
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Enter the items to be placed in your value list. The first
item can be entered in the first cell beneath the Col 1
header. Typing thetab key after entering alist item will
create ablank cell to contain another item. When you have
finished creating your value list, click Next.

Next, click on Store that valuein thisfield to instruct
Access to store any selected list itemsin a database field.
From the field drop-down menu, choose the field that will
contain the data selected from thislist box. Click Next.
Type a descriptive name for your list box. Click Finish to
insert your completed list box into your form.

Finally, if necessary, move or resize your list box.

Click on the Save toolbar button to save changes to your
form.

Sorting data

For situations where you need to quickly search for arecord or
group of records, Access allows you to sort data using aform so
that your data can be browsed in alogical order.

Sorting data

» Tosort al of some of the recordsin your database, first open a
form that contains the field by which you wish to sort your
data.

*  Oncethe form has been opened in View mode, click in the
field by which you want to sort your data.

» To sort from the smallest value in that field to the largest, click
on the Sort Ascending toolbar button.
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* Tosort fromthelargest valuein that field to the smallest, click
on the Sort Descending toolbar button.
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Filtering data

While sorting will organize al of your datain alogical order,
filtering will present you with a subset of your data that meets
criteriathat you specify. By filtering your data and then sorting
the records retrieved by the filter, you can easily utilize and present
the datain your database.

Filtering by a singlecriterion
» Tosort al of some of the records in your database, first
open aform that contains the field by which you wish to
sort your data.
* Click ontheFilter by Form toolbar button.

* Click inthefield by which you want to filter your data, and
enter the criterion that must be met by the records retrieved
by thefilter. Thiscriterion can be entered in two ways:

o Typethecriterion. If Access can find recordswith
datathat match your criterion, Access will attempt
to finish entering it for you.

o Click onthe down-facing arrow to theright of the
field. Accesswill display a menu of every piece of
data stored in that field. From the menu, choose the
criterion that you wish to use for your filter.

» Click ontheFilter toolbar button to apply your filter and
retrieve the records that meet your criterion.

SF

Tip: Using comparisonsin your filter criteria
In addition to creating a filter that looks for the appearance of a
specific piece of data in your database, Access allows you to create
afilter that uses comparisonsto retrieve data. Instead of simply
searching for employees who make $8 per hour, you could instead
retrieve the records of employees who earn more than $8. Use the
following operators when creating comparison queries:

e > Greater than

e < Lessthan

« = Equals

* => Greater than or equal to

* =< Lessthan or equal to
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Filtering by multiplecriteria

Access also lets you filter by multiple criteria. Y ou can choose to
retrieve records that meet all of your criteria, or records that meet
one or more of your criteria.

To retrieve records that meet all of your criteria, open aform
that contains the field by which you wish to filter your data and
click on the Filter by Form toolbar button.

Click in the field that contains your first criterion, and enter
that criterion by typing it or using the drop-down menu to the
right of the field box.

Using the same form, click in the field that contains your
second criterion. Enter that criterion. If you wish, enter
additional criteriain additional fields.

Click on the Filter toolbar button to apply your filter.

To retrieve records that meet one or more of your criteria,
open aform that contains the field by which you wish to filter
your data and click on the Filter by Form toolbar button.
Click in the field that contains your first criterion, and enter
that criterion by typing it or using the drop-down menu to the
right of the field box.

* Click onthe Or tab at the bottom of the form. In the blank
form that appears, enter your second criterion.

» If you wish to add athird criterion, click on the second Or
tab at the bottom of the form to produce another blank
form. Enter your criterion.

» Click on the Filter toolbar button to apply your filter.
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