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Exercise 2
Create Single Table Forms Using Wizards

You want to create a form like this:
You can use this form to enter and modify records in the Customer Table.

CUSTOMER ENTRY FORM r

F
Customer 1D: | |
First Mame:
Lazt Mame:
Eumpanyl Title: |
— Rating:
Address f* Mo Fating
City ' Poar ]
State £ Fair
PostalCode " Acceptable
PhoneMumber | € Good
" Excellent

Record: Hl ) || 1k |H|H9| of 1

Figure 1: Customer Data Entry Form

In the Database window click on the Forms tab and select Create form by using wizard
g db1 : Databasze Hi=]

(g open ff Desion ] ew | x | Sp i

Objects Create Form in Design view

BB Tables -

Create Form by using wizard

Figure 2: Database Window
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You can use the Form Wizard to create the above Form. Follow the steps below:

Form Wizard
which Figlds do you want on your Farm?
§% e
% b You can choose from more than one table or query,
Tables|Queties
[Table: Customers ]
fyvailable Fields; Selected Fields:

e oty
Title
FirskMarne =

|
LastMarme _}I
=
[==

Camparny
Address
Ziky =

State 4

Cancel = Bach: Mexk = Einish

Figure 3: Form Wizard step 1

For now you will need all of the fields except “Rating” which will be added in a different format later. Select all fields to
be used from the Customers Table on the form by selecting each individually and clicking the single arrow. (You would
click the double arrow to select them all.)

What layout would vou like For wour Form?

i~ Tabular
" Datasheet
™ Justified

Zancel < Back Mexk = Einish

Figure 4: Form Wizard step 2
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wehat skyle would vou like?

Blends
Blueprint
Expedition
Industrial
International
Ricepaper
Sandstone

iStandard
Skone

Label IData Surni Painking

Zancel < Back Mexk = Einish

Figure 5: Form Wizard step 3

What kitle do wou wank For your Farme

|Custu:umersEntry

That's all the infarmation the wizard needs to create your
Formm.

Do wou want to open the Form or modify the Form's design?

&+ Open the Farm ko wiew or enter information.

" Modify the Form's design,

[ Display Help on working with the Form?

Cancel < Back [exk = Einish

Figure 6: Form Wizard step 4
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After the above steps, you should have a Customer Entry Form on your screen. You can nhow modify the layout of your
form according to your preference. Understand the following buttons by clicking on them:

Display the form in Design View. You can modify the design of a form when this button is pressed by
dragging the form objects around the grid, adding titles, etc.

Display the form in Form View. You can enter records but you cannot re-design the form. Doing this
will add or modify records in the Customers table.

Display the document in Data Sheet View. Pressing the button will show the data in Table Format.
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Create an Option Box For the Customer Rating Field
We will create a set of option buttons to input the rating of the customer using to form created above.

1 Open the form you just created in Design view.

2 Click the Control Wizards tool ™ in the toolbox if it's not already pressed in.

3 In the toolbox, click the Option Group tool. ™

4 On the form, click where you want to place the upper-left corner of the option group.

5 Follow the directions in the wizard dialog boxes. In the last dialog box, click Finish to display the option group in
Design view.

Option Group Wizard

fn option group contains a set of option butbons, check
boxes, or koggle butkons, You can choose only one option,

HRRHER
¥ HEH HHEM ]

(CUNT T
& Wihat label do ywou want for each option?

Label Mames: .

Mo Rating

Poar

Fair

Acceptable

Good

A | Excellent -

Cancel | = Back Mexk = Einish |

Figure 7: Option Group Wizard step 1

Option Group Wizard

Do wiou wank one option to be the defaulk choice?

e
B | & uumounmy

O Wes, the defaulk choice is: Mo R.ating |

[T ]

[T HHHH HHEHH

f" Mo, I don't want a defaulk,

Cancel < Back Mexk = Einish

Figure 8: Option Group Wizard step 2
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Option Group Wizard

HRHRHS
(¥ HEE HuEE =1
[T H] =
 wunn wmmme (=3

Clicking an option in an option group sets the value of the
opkion group to the value of the selected option,

what value do wou want ko assign to each option?

Label Names: Yalues:
¥ | Mo Rating
Poar

Fair
Acceptable
Good

(=R WS PR LA — |

Excellent

Cancel < Back hext = Finish

Figure 9: Option Group Wizard step 3

Option Group Wizard

HRRNHY
¥ HHY HEHM
o= IO T

‘¥ou can either store the value of a selected option in a field,
ar use the value laker ko perfarm a kask such as prinking a
repark,

) By wu
Rt Wwhat do you want to do with the walue of a selected option?
I
_h
sk ik s | Save the value for later use.
WEE HEE EEE AR
g iakore the value in this Figld: i [Rating ;I
Cancel < Back Mexk = Einish |

Figure 10: Option Group Wizard step 4

Marquette University
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Option Group Wizard

“What kype of contrals da yau want in the opkion
group?

O {Option buttons

Sample
& Mo Rating [T Check boxes
 Poor _I Toggle butkans
' Fair what stvle would vou like to use?

% Etched " shadowed

£ Flat ' Sunken

" Raised

Zancel < Back Mext = Einish

Figure 11: Option Group Wizard step 5

Click the Finish Button when you are done selecting your styles. You can now use the form to enter or modify data in the
Customer Table.



